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RULE  1 


AUTHORITY  AND  PURPOSE 


Section  1.01.  RULES  PRESCRIBED  - AUTHORITY 

Under  the  authority  of  Article  XI  of  the  Constitution  of  the  State  of 
California  and  under  Section  3.661  of  the  Charter  of  the  City  and  County  of 
San  Francisco,  the  Civil  Service  Commission  of  the  City  and  County  of  San  Francisco 
does  prescribe  and  adopt  these  rules  which  shall  have  the  force  and  effect  of  law. 

Section  1.02.  PURPOSE 

These  rules  are  prescribed  for  the  purpose  of  implementing  the  Charter 
provisions,  assuring  continuance  of  the  merit  system,  promoting  efficiency  in 
the  dispatch  of  public  business,  and  assuring  all  persons  in  the  Classified 
Service  and  all  persons  seeking  admission  thereto  fair  and  impartial  treatment, 
(amended  11/15/76) 


Section  1.03  AFFIRMATIVE  ACTION  PLAN  AND  POLICY  FOR  EQUAL  OPPORTUNITIES 

(Amended  3/21/77) 

a)  Policy 


It  is  the  policy  of  the  Civil  Service  Commission  of  the  City 
and  County  of  San  Francisco  that  the  doors  of  opportunity  be  maintained  wide  open 
to  women  and  minorities  in  or  seeking  employment  to  the  Service,  that  selection 
of  employees  to  positions  within  the  Service  be  made  on  the  basis  of  merit  in  a 
racially  and  politically  neutral  way,  and  that  continuing  programs  be  maintained 
to  afford  equal  opportunities  to  women  and  minority  persons  to  achieve  meaningful 
employment  at  all  levels. 


Vigorous  enforcement  of  the  laws  against  discrimination  shall 
be  carried  out  at  every  level  of  each  department  toward  the  end  that  all  persons, 
regardless  of  race,  religion,  sex,  national  origin,  ethnicity,  age,  physical 
handicap,  political  affiliation,  or  sexual  orientation,  shall  have  equal  access 
to  positions  in  the  Service,  limited  only  by  their  ability  to  do  the  job. 


No  person  in  the  Classified  Service  or  seeking  admission 
thereto,  shall  be  appointed,  reduced,  removed  or  in  any  way  favored  or  discriminated 
against  in  employment  or  opportunity  for  employment  because  of  race,  color,  sex, 
sexual  orientation,  political  affiliation,  age,  religion  or  national  origin. 

b)  Analysis  of  the  Work  Force 

Each  department  shall  maintain  records  of  its  work  force  com- 
position by  race,  sex,  ethnicity  and  classification.  These  records  shall  also 
reflect  new  employments,  promotions,  transfers,  voluntary  and  involuntary 
separations,  and  shall  be  reported  to  the  Commission,  Federal  and  State  agencies 
as  required.  Individual  employee  names  shall  remain  a confidential  part  of  these 
records.  The  Commission  shall  make  the  non-confidential  elements  of  these  records 
available  for  public  review  upon  request. 
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From  the  foregoing  records,  the  Civil  Service  Commission  staff 
shall  annually  prepare  and  report  to  the  Commission  an  analysis  of  the  work  force 
to  determine  whether  percentages  of  sex,  race  or  ethnic  groups  in  individual  job 
classifications  are  substantially  similar  to  the  percentages  of  those  groups 
available  in  the  work  force  in  the  relevant  job  market  who  possess  the  basic  job- 
related  qualifications. 

Whenever  such  analysis  discloses  substantial  disparities 
within  individual  classifications,  each  element  of  the  overall  selection  process 
shall  be  examined  to  determine  which,  if  any,  elements  operate  to  exclude  persons 
on  the  basis  of  sex,  race  or  ethnic  group.  Such  elements  shall  include  but  are 
not  limited  to,  recruitment,  testing,  ranking,  certification  and  interviewing. 

The  examination  of  each  element  of  the  selection  process  shall  at  a minimum  include 
a determination  of  its  validity  in  predicting  job  performances. 


c)  Affirmative  Action  Program  for  Equal  Opporbunities 

(i)  Where  the  Commission  finds  that  invalid  selection 
procedures  have  had  an  exclusionary  effect  the  Commission  shall  establish  goals 
and  timetables  for  the  specific  job  classification  or  occupational  category,  and 
shall  initiate  measures  designed  to  assure  that  qualified  members  of  affected 
groups  are  included  within  the  pool  of  persons  from  which  selections  are  made, 
all  of  which  shall  take  into  account  the  availability  of  funding  and  basically 
qualified  persons  in  the  relevant  job  market. 

(ii)  The  Commission  commits  itself  to  a continuing  responsi- 
bility for  maintenance  of  the  following  affirmative  steps  designed  to  maintain 
equal  employment  opportunities: 

1 .  The  examination  of  each  element  of  each  selection 
process  to  determine,  at  a minimum,  its  job  relationship  validity  in  predicting 
job  performance; 


2.  Outreach  recruitment  designed  to  attract  qualified 
members  of  disadvantaged  groups; 

3.  Job  restructuring  efforts  with  the  cooperation  of 
appointing  authorities  to  organize  work  and  redesign  jobs  in  ways  that  provide 
entry  level  training  opportunities  for  persons  lacking  "journeyman"  level  knowledge 
of  skills  to  enter,  and,  with  appropriate  training,  to  progress  in  a career  field; 

4.  Revamping  of  selection  instruments  or  procedures  as 
necessary  in  order  to  reduce  or  eliminate  exclusionary  effects  on  particular  groups 
in  particular  job  classifications; 

5*  Inclusion  of  women  and  minorities  on  oral  appraisal 
boards  when  practicable.  Oral  appraisal  board  orientations  shall  be  conducted 
in  writing  or  by  means  of  automatic  recording  devices,  and  all  such  written 
orientation  records  shall  be  retained  with  the  permanent  records  of  the  examina- 
tion and  may  be  inspected  by  candidates  in  accordance  with  Rule  9.16  as  to 
inspection  of  papers. 
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6.  Systematic  efforts  to  provide  career  advancement 
training,  both  classroom  and  on-the-job  to  employees  locked  into  dead  end  jobs. 

d)  Dissemination  of  the  Rule 

Copies  of  the  foregoing  Affirmative  Action  Rule  shall  be 
available  in  all  City  Departments,  which  shall  be  responsible  for  its  widest 
practicable  dissemination.  Members  of  oral  appraisal  boards  shall  be  given  copies 
of  this  Rule  well  in  advance  of  interview  sessions.  The  Rule  shall  be  distributed 
to  all  recruitment  sources,  local  media,  and  employee  representative  organizations 


e)  Monitoring  and  Evaluation 

The  Human  Rights  Commission  of  the  City  and  County  of  San 
Francisco  shall  quarterly  review  the  compliance  status  of  the  Civil  Service 
Commission  in  regard  to  this  Rule  and  shall  quarterly  report  its  findings  and 
recommendations  to  the  Commissioners  of  the  Civil  Service  Commission  and  to  the 
Mayor.  Upon  request  of  the  Homan  Rights  Commission,  the  staff  of  the  Civil 
Service  Commission  shall  fully  disclose  all  such  non-confidential  books,  records, 
documents  and  other  information  as  the  Human  Rights  Commission  shall  deem  rele- 
vant to  the  monitoring  and  evaluation  function  herein  described.  Upon  request, 
the  General  Manager,  Personnel,  or  his  designee,  shall  appear  and  give  testimony 
before  the  Human  Rights  Commission  with  respect  to  the  Civil  Service  Commission’s 
compliance  with  any  of  the  provisions  of  this  Rule. 

f)  Discrimination  Complaints 

Any  person  may  file  a complaint  alleging  discrimination  as  a 
result  of  any  employment  selection  procedure  violating  this  Rule  by  forwarding 
said  complaint  to  the  General  Manager,  Personnel  of  the  Civil  Service  Commission. 
The  complainant  shall  file  a signed  complaint  in  writing,  specifying  those  facts 
and  reasons  which  support  the  charges.  Copies  of  all  such  complaints  shall 
immediately  be  forwarded  to  the  Human  Rights  Commission  and  to  each  member  of  the 
Civil  Service  Commission  and  the  complainant  shall  receive  a written  report  of 
the  findings  of  the  investigation  of  the  Commission  staff.  The  Civil  Service 
Commission  shall  expedite  hearings  on  appeals  filed  in  accordance  with  these  Rules 

This  section  is  not  intended  to  preclude  a hearing  before  the 
Human  Rights  Commission  or  any  other  Board  or  Commission  having  jurisdiction  in 
the  City  and  County  of  San  Francisco,  nor  to  preclude  an  individual's  right  to 
file  the  same  or  similar  complaints  with  appropriate  State  or  Federal  regulatory 
agencies,  or  to  litigate  for  relief. 

g)  Incorporation  of  Federal  Guidelines 

The  Commission,  consistent  with  this  Rule,  hereby  adopts  and 
incorporates  the  Federal  affirmative  action  guidelines  for  local  governments 
adopted  by  the  United  States  Equal  Employment  Coordinating  Council,  composed  of 
The  United  States  Equal  Employment  Opportunity  Commission,  The  United  States 
Commission  on  Civil  Rights,  The  United  States  Department  of  Justice,  The  United 
States  Department  of  Labor,  and  The  United  States  Civil  Service  Commission  as 
adopted  August  26,  1976. 
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h)  Annual  Supplementary  Plan 


Within  180  days  of  adoption  of  this  Rule  and  annually  there- 
after, the  Commission  shall  adopt  a Supplementary  Affirmative  Action  Plan  for 
Equal  Opportunities  (Annual  Plan)  consistent  with  this  Rale. 


The  Annual  Plan  shall  include,  at  minimum,  a report  of  the 
composition  of  the  city  workforce,  a comparison  of  the  city  workforce  with  the 
available  qualified  San  Francisco  labor  force  by  race,  sex,  and  ethnicity,  an 
identification  of  those  classifications  or  occupational  categories  where  substan- 
tial underutilization  exists,  an  analysis  to  determine  the  causes  of  underutili- 
zation, and  specific  actions  to  be  taken  in  order  to  resolve  the  discriminatory 
disparities  within  a defined  timeframe. 

The  Annual  Plan  shall  also  include  an  evaluation  and  summary 
of  the  effects  of  specific  actions  undertaken  in  the  previous  year  in  order  to 
determine  the  effectiveness  of  such  measures. 

In  the  development  of  the  Annual  Plan  the  Commission  shall 
seek  and  consider  the  advice  of  experts,  community  representatives,  city  officials, 
and  recognized  employee  representatives.  In  order  to  accomplish  this  advisory 
function  the  Commission  shall,  upon  recommendation  of  the  Mayor,  appoint  an 
advisory  group  to  assist  in  the  development  of  the  Annual  Plan. 

i)  Delegation  of  Responsibility 

The  Commission  authorizes  the  General  Manager  to  create  and 
maintain  an  Affirmative  Action  Division  and  provide  such  Division  with  necessary 
resources  to  execute  this  Rule  pursuant  to  the  Annual  Plan. 

The  Commission  recommends  that  all  city  appointing  officers 
and  Commissions  assume  responsibility  for  the  development  of  Departmental  Affir- 
mative Action  Plans  pertinent  to  their  jurisdiction  and  consistent  with  this  Rule. 

It  is  suggested  that  each  city  department's  Affirmative  Action  Plan  include  a 
policy  statement,  utilization  of  the  workforce  analysis,  designation  of  respon- 
sibilities, and  specific  action  items.  The  Civil  Service  Commission  personnel 
staff  will  provide  technical  assistance  to  appointing  officers  and  Commissions  in 
order  to  assist  in  the  administration  of  Departmental  Affirmative  Action  Plans. 

Section  1.04.  SEVERABILITY 

If  any  rule,  section,  paragraph,  sentence,  clause,  or  phrase  of  these 
rules  is  declared  unconstitutional  or  void  for  any  reason,  such  declaration  shall 
not  affect  the  validity  of  the  remaining  portions  of  these  rules.  The  Commission 
hereby  declares  that  it  would  have  prescribed  and  adopted  these  rules,  and  each 
rule,  section,  paragraph,  sentence,  clause,  and  phrase  hereof,  irrespective  of  the 
fact  that  any  one  or  more  rules,  sections,  paragraphs,  sentences,  clauses,  or 
phrases  be  declared  unconstitutional  or  void. 

The  titles  assigned  to  rules  and  sections  are  for  reference  purposes  only, 
and  shall  not  be  considered  as  a substantive  part  of  these  rules.  If  there  is  any 
conflict  in  the  provision  of  these  rules  and  the  Administrative  Code  of  the  City 
and  County  of  San  Francisco,  the  Administrative  Code  language  shall  apply. 

(amended  11/15/76) 
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Section  1.05.  AMENDMENT  OF  RULES 


The  Commission  may  at  any  time  amend  these  rules.  Any  such  proposed 
amendment  shall  be  posted  for  a minimum  of  seven  consecutive  calendar  days  prior 
to  adoption.  Upon  adoption,  changes  in  the  rules  shall  be  in  effect  and  shall  be 
printed.  No  change  in  the  rules  shall  affect  a case  pending  before  the  Commission. 

Section  1.06.  COURT  ACTIONS 

In  the  event  of  an  adverse  decision  in  a legal  action  to  which  the 
Commission  is  a party,  the  City  Attorney  shall  appeal  through  and  to  the  highest 
court  for  final  decision  unless  otherwise  ordered  by  the  Commission. 
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RULE  2 


as  used 
Section 


Section 

Section 

Section 

Section 

Section 

Section 

Section 


DEFINITIONS 


Unless  otherwise  required  by  the  context,  the  words  herein  listed  and 
in  these  rules  have  the  following  meaning. 


2.01 

APPOINTEE : 

2.01.1 

PERMANENT  REGULAR 

Probationary  period  has  been  completed. 

2.01.2 

PROBATIONARY 

Status  of  employees  during  a trial  period 
following  a regular  permanent  entrance  or 
promotive  appointment. 

2.01.3 

TEMPORARY 

Employment  other  than  permanent  or 
probationary. 

a) 

TEMPORARY  REGULAR 

Temporary  appointments  from  a Civil  Service 
list  of  eligibles . (amended  11/15/76) 

b) 

LIMITED  TENURE 

Appointments  made  under  the  authority  of 
Section  8.331  of  the  Charter. 

c) 

NON-CIVIL  SERVICE 

Emergency  appointments  made  under  the 
authority  of  Section  8.332  of  the  Charter 

and  limited  by  Charter  to  130  days, 
(amended  11/15/76) 

2.02 

APPOINTING  OFFICER 

The  head  of  an  organization  unit  having 
appointive  authority  within  the  organi- 
zation unit  and  the  powers  of  a department 
head  as  defined  in  Section  3.501  of  the 
Charter. 

2.03 

BULLETIN  BOARD 

The  official  bulletin  board,  so  designated, 
at  the  Personnel  Department,  used  for 
posting  of  examinations  and  public  announce- 
ments of  the  Commission. 

2,04 

CHARTER 

The  Charter  of  the  City  and  County  of 
San  Francisco. 

2.05 

CITY 

The  City  and  County  of  San  Francisco. 

2.06 

CLASS 

A position  or  group  of  positions  for  which 
a common  descriptive  job  title  may  be  used. 

2.07 

CLASSIFICATION  PLAN 

All  the  classes  which  have  been  established 

the  procedures  for  maintaining  the  plan  and 
the  specifications  or  descriptions  of  each 
of  the  classes.  (amended  11/15/76) 


2.08  CLASSIFIED  SERVICE  Includes  all  positions  in  the  city  service 

subject  to  competitive  examination  and/or 
salary  standardization 
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Section 

2.09 

COMMISSION 

The  administrative  body  of  Civil  Service 
Commissioners  empowered  to  enforce  the 
Civil  Service  Provisions  of  the  Charter, 
(amended  11/15/76) 

Section 

2.10 

COMMISSIONER 

A member  of  the  Civil  Service  Commission  of 
the  City  and  County  of  San  Francisco, 
appointed  by  the  Mayor. 

Section 

2.11 

DEPARTMENT 

Organization  unit  or  units  under  one 
appointing  officer. 

Section 

2.12 

ELIGIBLE 

A person  who  has  standing  on  an  eligible  list 

Section 

2.13 

ELIGIBLE  LIST 

A list  of  names  of  persons  who  have  passed  a 
civil  service  examination. 

Section 

2.14 

EXECUTIVE  SESSION 

A meeting  or  part  of  a meeting  of  the 
Commission  legally  held  in  private  or 
with  the  general  public  excluded. 

Section 

2.15 

LAY-OFF 

Separation  from  a position  because  of 
economy,  lack  of  funds  or  lack  of  work. 

Section 

2.16 

PERSONNEL 

DEPARTMENT 

The  Administrative  Office  of  the  Commission 
under  the  direction  of  the  General  Manager, 
Personnel. 

Section 

2.17 

POSITION 

Duties  and  responsibilities  assigned  by  an 
appointing  officer  to  be  performed  by  one 
employee. 

Section 

2.18 

POS ITION-PERMANENT 

A position  enumerated  in  the  Annual  Salary 
Ordinance  or  Salary  Resolution  of  the 
School  Districts  for  which  funds  have  been 
provided  on  a continuing  basis;  or  a 
position  declared  to  be  permanent  by  action 
of  the  Commission  under  authority  of  Section 
8.329  of  the  Charter,  (amended  11/15/76) 

Section 

2.19 

POS ITION-TEMPORARY 

Positions  not  included  within  the  definition 
of  permanent  positions. 

Section 

2.20 

POS ITION-P ART-TIME 

Positions  less  than  the  established  full- 
time normal  schedule  of  hours  per  day  or 
days  per  week. 

Section 

2.21 

POSITION-AS  NEEDED 

Positions  on  irregular  schedules  normally 
required  for  relief  purposes. 

Section 

2.22 

POSITION-EXEMPT 

Temporary  or  permanent  positions  exempted 
from  being  filled  from  eligible  lists  in 
accordance  with  the  provisions  in  Section 
8.300  of  the  Charter,  (amended  11/15/76) 

Section 

2.23 

POSITION- 
SCHOOL  TERM  ONLY 

Positions  in  the  School  Districts  establish- 
ed for  school  term  periods  only. 
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Section  2.24 


Section  2.24  POST 

To  place  on  the  Official  Bulletin  Board  of  the 
Commission. 

Section  2.25  SCHOOL  DISTRICTS 

San  Francisco  Unified  School  District  and 
San  Francisco  Community  College  District. 

Section  2.26.1  SENIORITY- 

CIVIL  SERVICE 

a)  PERMANENT 

Seniority  shall  be  determined  by  the  date  of 
certification  to  a permanent  position  in  a 
classification  in  a department.  In  the  event 
of  identical  certification  dates,  seniority 
shall  be  determined  by  rank  on  the  eligible 
list,  the  higher  eligible  being  the  senior, 
(amended  11/15/76) 

b)  TEMPORARY  FROM  Seniority  shall  be  determined  by  the  date  of 


ELIGIBLE  LIST 

certification  to  a temporary  position  in  a 
classification  in  a department.  In  the 
event  of  identical  certification  dates, 
seniority  shall  be  determined  by  rank  on 
the  eligible  list,  the  higher  eligible  being 
the  senior,  (amended  11/15/76 

c)  LIMITED  TENURE 

Seniority  shall  be  determined  by  the  date  of 
certification  to  a position  in  a classification 
in  a department.  Seniority,  in  the  event  of 
ties,  shall  be  determined  by  the  appointing 
officer,  (amended  11/15/76) 

Section  2.26.2  SENIORITY- 

DEPARTMENTAL 

Employees  who  resign  or  are  terminated  and 
subsequently  are  reappointed  shall  have  their 
seniority  determined  by  their  new  dates  of 
certification  following  separation. 

(amended  11/15/76) 

Seniority  for  shift  and  work  assignments, 
vacation  or  holiday  schedules  is  determined 
by  the  appointing  officer,  and  is  not  within 
the  authority  of  the  Civil  Service  Commission, 
(amended  11/15/76) 

Section  2.27  SERVICE 

The  City  and  County  of  San  Francisco  government 
service,  including  the  classified  positions  in 
the  School  Districts. 

Section  2.28  TIME  PERIODS 

(WEEK-MONTH-ETC . ) 

Reference  to  time  periods  such  as  one  week  or 
one  month,  etc.,  shall  mean  calendar  days 
unless  the  rule  specifically  refers  to  working 
days. 

RULE  3 

ADMINISTRATION 

Section  3.01.  ELECTION  OF  PRESIDENT  AND  VICE-PRESIDENT 

At  its  first  Regular  Meeting  in  June  of  each  year,  the  Commission  shall 
elect  one  of  its  members  President  and  one  of  its  members  Vice-President,  and 
each  shall  hold  office  for  a term  ending  May  31  of  the  next  succeeding  year  or 
until  a successor  has  been  elected,  (amended  5/17/76) 
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Section  3.02.  DUTIES  OF  PRESIDENT  AND  VICE-PRESIDENT 


The  President  shall  preside  at  all  meetings  of  the  Commission  and  shall 
act  as  spokesperson  for  the  Commission.  The  President  or  the  Commission  may 
establish  such  standing  or  special  committees  as  deemed  necessary . (amended  11/15/76) 

The  Vice-President  shall  assume  the  duties  of  the  President  when  the 
President  is  absent,  or  when  the  President  shall  designate  the  Vice-President 
to  act.  (amended  11/15/76) 

In  the  event  of  the  death,  resignation,  or  permanent  disability  of  the 
President,  the  Vice-President  shall  act  for  the  President  until  the  Commission 
shall  elect  a President  to  serve  until  the  normal  expiration  of  the  term  of  the 
succeeded  President. 

When  acting  for  the  President,  the  Vice-President  shall  have  all  of  the 
powers  of  the  President  and  shall  assume  all  of  the  duties  of  the  President. 

Section  3.03.  SECRETARY 

The  Commission  shall  appoint  a Secretary  who  shall  be  the  Executive  Officer 
of  the  Commission  and  who  shall  hereinafter  be  titled,  General  Manager,  Personnel, 
and  who  shall  hold  office  at  the  pleasure  of  the  Commission. 

Section  3.04.  DUTIES  OF  GENERAL  MANAGER,  PERSONNEL 

In  the  performance  of  all  duties,  the  General  Manager,  Personnel,  shall 
be  responsible  to  the  Commission.  The  duties  of  the  General  Manager,  Personnel, 
shall  be  as  follows:  (amended  11/15/76) 

a)  Delegate  duties  where  necessary  and  supervise  and  direct  the  work 
of  all  persons  employed  in  the  Personnel  Department,  or  engaged  in  preparing, 
conducting,  or  scoring  examinations,  (amended  11/15/76) 

b)  Keep  the  minutes  and  other  records  of  the  Commission,  and  certify 
to  the  same  when  required. 

c)  Administer  and  make  effective  the  provisions  of  these  rules,  establish- 
ing such  administrative  controls  as  may  be  necessary. 

d)  Make  recommendations  relative  to  matters  of  policy  and  for  necessary 
amendments  to  these  rules. 

e)  Report  to  the  Commission  from  time  to  time  as  directed  concerning  the 
details  of  the  work  of  the  Personnel  Department. 

f)  Prepare  the  budget  for  the  Personnel  Department;  approve  accounts; 
and  administer  generally  the  expenditure  of  funds  appropriated  for  the  operation 
of  the  Personnel  Department. 

g)  Recommend  to  the  Commission  the  appropriate  classification  of  all 
positions  in  the  Classified  Service;  maintain  a schematic  list  of  all  classes  in 
the  Classification  Plan;  and  prepare  and  maintain  specifications  for  each  class. 

h)  Direct  the  compilation  of  salary  and  wage  data  in  accordance  with  the 
Charter  for  the  Commission  and  shall  be  responsible  for  the  administration  of  the 
salary  plan. 

i)  Direct  the  order,  preparation,  and  conduct  of  all  examinations. 
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The  General  Manager,  Personnel,  shall:  (amended  11/15/76) 

1.  Determine  the  examinations  to  be  conducted. 

2.  Determine  the  minimum  qualifications  of  applicants;  the  subjects 
to  be  covered  in  each  examination;  methods  of  testing,  and  the  relative  weights. 

3.  Prepare,  post  and  distribute  to  appropriate  departments  bulletins 
announcing  examinations. 

4.  Prepare  the  content  or  questions  to  be  used  in  each  examination, 
together  with  the  standards  or  key  answers. 

5.  Make  arrangements  for  and  supervise  the  conduct  of  the  examination, 
appointing  experts,  special  examiners,  and  other  persons  as  he  deems  necessary, 
(amended  11/15/76) 

6.  Grade  examination  papers,  evaluate  the  qualifications  of 
applicants,  and  set  passing  marks,  (amended  11/15/76) 

7.  Pass  upon  all  questions  relating  to  the  eligibility  of  applicants; 
the  determination  of  next  lower  ranks  in  promotive  examinations;  the  admissibility 
of  applicants  to  the  examination;  extensions  of  time  and  all  questions  arising 
during  the  course  of  an  examination,  subject  to  appeal  to  the  Commission  as 
provided  in  Rule  5,  Section  5.06. 

j)  Perform  all  functions  necessary  for  the  proper  implementation  of  these 
rules  and  the  provisions  of  the  Charter  relating  to  Civil  Service  administration, 
and  such  additional  duties  as  may  be  assigned  by  the  Commission,  (amended  11/15/76) 

Section  3.05.  ASSISTANT  GENERAL  MANAGER,  PERSONNEL 

In  the  absence  of  the  General  Manager,  Personnel,  the  Assistant  General 
Manager,  Personnel  shall  have  all  of  the  powers  and  duties  of  the  General  Manager, 
Personnel. 

Section  3.06.  SECRETARY,  PRO  TEM 

In  the  absence  of  the  General  Manager,  Personnel,  and  of  the  Assistant 
General  Manager,  Personnel,  the  Commission  shall  appoint  a Secretary  Pro  Tern  to 
act  as  Secretary  of  the  Commission  until  their  return. 

RULE  4 

MEETINGS  OF  THE  COMMISSION 
Section  4.01.  REGULAR  MEETINGS 

Regular  Meetings  shall  be  held  on  the  first  and  third  Monday  of  each  month 
at  2:00  P.M.,  in  Room  282,  City  Hall,  or  at  such  other  day,  time,  or  place  as  the 
Commission,  at  a prior  Regular  Meeting  may  designate,  (amended  11/15/76) 

Any  change  of  time  or  place  of  meeting  shall  be  posted  on  the  door  of 
Room  282. 

When  a Regular  Meeting  day  falls  on  a holiday,  the  Commission  shall  meet 
on  the  next  succeeding  business  day,  unless  at  a prior  Regular  Meeting  it 
designates  some  other  day  for  its  meeting. 


A Regular  Meeting  shall  not  be  adjourned  before  5:30  P.M.,  provided  that, 
if  in  the  judgment  of  the  President  of  the  Commission  all  calendared  business  has 
been  concluded,  the  meeting  may  be  adjourned  at  an  earlier  time.  Any  person 
having  a matter  on  calendar  who  within  five  C5)  working  days  following  the  date 
of  the  meeting  requests  in  writing  that  their  matter  be  recalendared  because  of 
their  non-appearance  due  solely  to  the  earlier  adjournment  time,  shall  have  their 
matter  recalendared  for  original  consideration.  Nothing  contained  herein  shall 
be  construed  as  barring  the  Commission  from  recessing  from  time  to  .time  during 
the  continuance  of  the  meeting. 

Section  4.02.  ADJOURNED  REGULAR  MEETING 

The  Commission  may  adjourn  any  Regular  Meeting  to  a time  and  place 
specified.  The  adjourned  meeting  shall  be  part  of  the  Regular  Meeting. 

Section  4.03.  SPECIAL  MEETINGS 

A Special  Meeting  may  be  ordered  by  a majority  of  the  Commission. 

(amended  11/15/76) 

Notice  shall  be  sent  by  the  General  Manager,  Personnel,  to  all  concerned 
parties  who  have  matters  on  the  special  meeting  agenda.  Such  notice  must  be 
delivered  personally  or  by  mail  at  least  48  hours  before  the  time  of  such 
meeting  as  specified  in  the  notice.  A copy  shall  also  be  posted  on  the  Bulletin 
Board  of  the  Personnel  Department.  The  notice  shall  specify  the  time  and  place 
of  the  special  meeting  and  the  business  to  be  transacted.  No  other  business 
shall  be  transacted  except  that  for  which  the  meeting  is  ordered,  (amended  11/15/76) 

Section  4.04.  COMMISSION  MEETINGS  - PUBLIC 

All  meetings  of  the  Commission  shall  be  open  to  the  public  except  as 
otherwise  provided  in  Rule  4,  Section  4.05,  or  as  otherwise  provided  in  these 
Rules  or  the  Charter. 

Section  4.05.  EXECUTIVE  SESSION 

The  Commission  may  hold  executive  sessions  to  consider  the  employment  or 
dismissal  of  an  officer  or  employee  subject  to  the  jurisdiction  of  the  Commission, 
or  to  hear  complaints  or  charges  brought  against  such  officer  or  employee,  unless 
such  officer  or  employee  requests  a public  hearing. 

Section  4.06.  MINUTES 

The  General  Manager,  Personnel,  shall  record  in  the  minutes,  the  time  and 
place  of  each  meeting,  the  names  of  the  Commissioners  present,  all  official  acts 
of  the  Commission  and  the  votes  of  the  Commissioners.  When  requested,  a 
Commissioner's  dissent  or  approval,  together  with  his  reasons  therefor,  shall  be 
recorded,  (amended  11/15/76) 

The  minutes  shall  be  written  and  presented  for  correction  and  approval  at 
the  next  Regular  Meeting.  The  minutes  or  a true  copy  thereof,  certified  by  the 
President  and  by  the  General  Manager,  Personnel,  shall  be  posted  at  least  five 
days  prior  to  the  next  Regular  Meeting,  (amended  11/15/76) 

Section  4.07.  PERSONNEL  ACTIONS  - FORMAL  COMMISSION  APPROVAL  NOT  REQUIRED 

The  following  reports  of  personnel  transactions  submitted  by  appointing 
officers  or  requests  from  employees  made  to  the  Personnel  Department  shall  not 
require  formal  commission  approval,  but  shall  be  directly  recorded  on  the  service 
records  of  the  employees: 

1.  Notification  from  Retirement  System  of  retirement  of  employee  by 
reason  of  service  or  disability. 


2.  Report  of  death  of  an  employee. 


3.  Entry  into  military  service  and  separation  from  military  service 
documents  when  presented  by  employee  or  eligible. 

4.  Request  of  an  eligible  that  her/his  name  be  removed  from  an  eligible 
list,  (amended  11/15/76) 

5.  Communications  from  appointing  officers  reporting  assignments  of 
employees  from  full-time  to  less  than  full-time  positions,  and  from  less  than 
full-time  to  full-time  positions  in  accordance  with  the  Rules  of  the  Commission. 

6.  Suspensions  imposed  by  appointing  officers,  as  provided  in 
Section  8.342  of  the  Charter,  shall  be  recorded  on  the  service  records  concerned 
when  reported  by  the  appointing  officer. 


RULE  5 

GENERAL  HEARING  AND  MEETING  PROCEDURE 
Section  5.01.  COMMUNICATIONS 

Communications  requiring  action  by  the  Commission  must  be  filed  in 
writing  in  the  Personnel  Department.  The  General  Manager,  Personnel  shall 
maintain  a register  of  communications  received  with  disposition  recorded. 

Such  register  shall  be  open  for  public  inspection  during  regular  business  hours, 
(amended  11/15/76) 

Communications  not  requiring  action  by  the  Commission  under  these  Rules 
shall  be  processed  by  the  General  Manager,  Personnel,  as  provided  by  these  Rules, 
and  proper  notations  shall  be  made  on  the  pertinent  records. 

A Commissioner  may  request  that  any  matter  be  calendared.  All  requests 
for  hearing  shall  be  calendared  within  a reasonable  period  of  time,  (amended  11/15/76) 

Section  5.02.  QUORUM 

The  majority  of  all  the  members  of  the  Commission  shall  constitute  a 
quorum  and  the  concurrence  of  the  majority  of  all  the  members  of  the  Commission 
shall  be  necessary  to  any  action. 

Section  5.03.  SECOND  OF  MOTION  (amended  11/15/76) 

A motion  made  by  any  Commissioner  shall  require  a second,  (amended  11/15/76) 

Section  5.04.  ROLL  CALL  VOTE 

A roll  call  vote  may  be  requested  by  a Commissioner  on  any  matter  before 
the  Commission. 

Section  5.05.  TIE  VOTE 

A tie  vote  on  a negative  motion  - the  motion  is  lost  but  the  matter  or 
request  remains  before  the  Commission  for  disposal. 

A tie  vote  on  an  affirmative  motion  is  lost  and  the  matter  or  request 
before  the  Commission  is  denied. 
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If  only  four  Commissioners  are  present  and  it  is  evident  that  they  are 
not  in  agreement  on  the  matter  or  request  before  the  Commission,  then  any 
Commissioner  or  any  interested  party  may  request  a postponement  of  action. 

(amended  12/15/75) 

Section  5.06.  APPEAL  OF  GENERAL  MANAGER'S  ACTION  (amended  11/15/76) 

An  action  by  the  General  Manager,  Personnel,  on  examination  matters 
delegated  to  the  General  Manager,  Personnel,  may  be  appealed  to  the  Commission 
provided  such  appeal  is  received  in  the  Personnel  Department  before  12:00  Noon 
of  the  fourth  (4)  working  day  following  the  postmarked  mailing  date  of  notifi- 
cation to  the  appellant.  The  Commission's  action  on  the  appeal  shall  be  final 
and  no  reconsideration  request  shall  be  allowed,  (amended  11/15/76) 

An  action  by  the  General  Manager,  Personnel,  on  other  matters  may  be 
appealed  to  the  Commission  provided  such  appeal  is  received  within  thirty  (30) 
calendar  days  following  the  postmarked  mailing  date  of  notification  to  the 
appellant.  The  Commission's  action  shall  be  final  and  no  reconsideration 
request  shall  be  allowed,  (amended  11/15/76) 

Section  5.07.  RECONSIDERATION  OF  COMMISSION  ACTION  (amended  11/15/76) 

A reconsideration  request  of  a Commission  action  may  be  filed  in  writing 
specifying  the  reasons  therefor.  The  request  for  reconsideration  of  previous 
Commission  action  must  include  in  detail  new  information  not  previously  considered, 
(amended  11/15/76) 

A request  for  reconsideration  must  be  received  in  the  Personnel  Department 
no  later  than  thirty  (30)  calendar  days  following  the  postmarked  mailing  date  of 
notification  of  the  Commission's  action,  (amended  11/15/76) 

Requests  for  reconsideration  will  be  referred  to  the  Commissioners  for 
determination  as  to  whether  the  Commission  will  agree  to  reconsider  the  matter. 

If,  after  consideration  of  the  written  request  a majority  of  the  Commissioners 
do  not  consent  to  hear  the  matter,  the  request  is  denied  and  the  previous  action 
is  final,  (amended  11/15/76) 

If  the  Commission  agrees  to  grant  the  request  for  a reconsideration 
hearing,  the  matter  shall  thereafter  be  calendared.  At  any  reconsideration  the 
taking  of  evidence  and  oral  arguments  will  be  permitted  only  as  to  new  information 
not  previously  considered  by  the  Commission.  Action  by  the  Commission  after  a 
reconsideration  hearing  shall  be  final.  (amended  11/15/76) 

Section  5.08.  MOOT  QUESTIONS 

Request  for  rulings  on  moot  or  hypothetical  questions  will  not  be 
considered. 

Section  5.09.  RULES  OF  ORDER 

Except  as  otherwise  provided  herein,  Robert's  Rules  of  Order,  in  its 
latest  revision,  shall  govern  the  Commission  in  its  proceedings,  (amended  11/15/76) 
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Section  5.10.  ITEMS  HEARD  OUT  OF  ORDER 


A request  that  a calendared  item  be  heard  out  of  order  shall  be  presented 
at  the  start  of  the  meeting  to  the  President  stating  the  reason  for  the  request. 

The  President  shall  decide  if  the  request  will  be  granted,  (amended  11/15/76) 

Section  5.11.  CALENDARED  MATTERS  TO  BE  POSTPONED 

All  calendared  matters  to  be  postponed  shall  be  announced  at  the  start  of 
the  meeting,  (amended  11/15/76) 

Section  5.12.  MATTERS  TO  BE  HEARD  BY  THE  COMMISSION 

Only  matters  that  have  been  calendared  will  be  heard  by  the  Commission 
at  any  meeting.  No  oral  requests  for  rulings  will  be  considered.  Notification 
of  the  Commission  actions  shall  be  mailed  no  later  than  the  second  working  day 
following  such  action. 

Section  5.13.  ORDER  OF  PRESENTATION 

The  proponents  of  any  calendared  matter,  who,  in  a hearing  under  Rule  6, 
shall  be  the  appointing  officer  or  departmental  representative,  shall  first 
present  their  supporting  arguments.  The  opponents  of  any  calendared  matter,  who, 
in  a hearing  under  Rule  6,  shall  be  the  terminated  employee  her/his  attorney  or 
authorized  representative,  shall  then  have  the  opportunity  to  present  their 
arguments  in  opposition.  The  proponents  and  the  opponents  shall  have  the  right 
to:  (amended  11/15/76) 

1.  Call  a reasonable  number  of  witnesses; 

2.  Ask  relevant  questions  of  opposing  parties  and  their  witnesses;  and 

3.  Present  closing  arguments. 

The  President  or  the  Commission  shall  formally  indicate  when  the  taking 
of  evidence  at  the  hearing  is  closed.  Thereafter,  no  taking  or  receipt  of 
further  evidence,  information  or  documents  shall  be  permitted  without  the  express 
approval  of  the  Civil  Service  Commission  and  without  first  apprising  all  parties 
involved  in  the  hearing  of  such  evidence,  information  or  documents,  (amended  11/15/76) 

RULE  6 

SEPARATION  HEARINGS  (amended  11/15/76) 

Section  6.01.  RULES  OF  PROCEDURE  GOVERNING  SEPARATION  HEARINGS  (amended  11/15/76) 
Procedures  governing  the  following  employees: 

a.  Regular  Temporary 

b.  Limited  Tenure 

c.  Probationary  Entrance 

d.  Probationary  Promotive 
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A notice  of  termination  on  the  proper  Personnel  Department  form,  from 
the  appointing  officer  to  the  employee  detailing  the  specific  reason(s)  for 
the  termination,  shall  serve  as  official  notice  of  such  termination.  The 
notice  of  termination  shall  be  sent  by  certified  mail  or  personally  delivered. 

Copies  of  the  termination  form  must  be  filed  in  the  Personnel  Department. 

The  termination  must  be  approved  in  accordance  with  Section  3.501  of  the  Charter, 
(amended  11/15/76) 

The  notice  of  termination  must  include  the  following  information:  (amended  11/15/76) 

1.  The  employee  has  the  right  to:  (amended  11/15/76) 

a.  A hearing  before  the  Civil  Service  Commission.  The  decision  of  the 
Civil  Service  Commission  may  affect  any  future  employment  with  the 
City  and  County  of  San  Francisco.  (amended  11/15/76) 

b.  Representation  by  an  attorney  or  authorized  representative  of  her/his 
own  choice  at  the  inquiry,  (amended  11/15/76) 

c.  Notification  of  date,  time  and  place  of  inquiry  a reasonable  time  in 
advance,  (amended  11/15/76) 

d.  Inspection  by  employee's  attorney  or  authorized  representative  of 
those  records  and  materials  in  the  Civil  Service  Commission  Office 
which  relate  to  the  termination.  (amended  11/15/76) 

2.  Any  interested  party  may  request  a continuance  of  the  inquiry,  (amended  11/15/76) 

3.  The  stated  reason (s)  for  the  termination  must  be  enumerated.  Records  of 
warnings,  reprimand  and  previous  suspensions,  if  applicable  to  the  reasons 
for  termination,  must  be  attached  to  the  termination  form,  (amended  11/15/76) 

4.  To  the  extent  practicable,  the  departmental  representative  who  has  the 
most  complete  personal  knowledge  of  the  facts  which  constitute  the  basis 
for  the  termination  shall  appear  when  the  matter  is  to  be  considered  by 
the  Commission.  The  matter  will  be  heard  in  accordance  with  Rule  5, 

Section  5.13.  Interested  parties  may  record  the  inquiry  if  they  provide 
the  necessary  equipment,  (amended  11/15/76) 

Section  6.02.  PROCEDURE  FOR  TERMINATION  OF  REGULAR  TEMPORARY  EMPLOYEE 

A regular  temporary  employee  may  be  terminated  for  cause  by  an  appointing 
officer  at  any  time.  The  notification  and  hearing  procedure  shall  be  in 
accordance  with  the  provisions  of  Rule  6,  Section  6.01.  (amended  11/15/76) 

The  Commission  shall  take  one  or  more  of  the  following  actions : 

(amended  11/15/76) 

a)  Declare  the  person  dismissed  from  the  service  and  remove  the 
name  of  the  person  from  the  eligible  list. 

b)  Order  the  name  of  the  person  removed  from  any  other  list  or 
lists  on  which  the  person  has  eligibility,  (amended  11/15/76) 

c)  Restrict  participation  in  further  examinations  as  it  deems 
appropriate. 
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d)  Return  the  name  of  the  person  to  the  eligible  list  from  which 
appointed  without  restriction,  or  under  such  conditions  for 
further  appointment  as  it  deems  appropriate. 

Section  6.03.  PROCEDURE  FOR  TERMINATION  OF  LIMITED  TENURE  EMPLOYEE 

A limited  tenure  employee  may  be  terminated  for  good  cause  by  an  appointing 
officer  at  any  time  with  the  approval  of  the  Commission.  The  notification  and 
hearing  procedure  shall  be  in  accordance  with  the  provisions  of  Rule  6,  Section 
6.01. 


The  Commission  shall  take  one  or  more  of  the  following  actions: 

a)  Approve  the  termination  and  declare  the  person  dismissed  from  the 
service. 

b)  Order  the  name  of  the  person  removed  from  any  regular  eligible 
list  or  lists  on  which  the  person  may  have  standing,  (amended  11/15/76) 

c)  Restrict  particpation  in  further  examinations  as  it  deems  appropriate. 

d)  Disapprove  the  termination  and  reinstate  the  appointee  to  the 
department. 

Section  6.04.  PROCEDURE  FOR  TERMINATION  OF  PROBATIONARY  EMPLOYEE  IN  AN 
ENTRANCE  CLASSIFICATION 

A probationary  employee  serving  in  an  entrance  classification  may  be 
terminated  by  the  appointing  officer  at  any  time  during  the  probationary 
M period.  The  notification  and  hearing  procedures  shall  be  in  accordance  with 

Section  8.340  of  the  Charter  and  with  the  provisions  of  Rule  6,  Section  6.01. 

The  Commission  shall  take  one  or  more  of  the  following  actions: 

a)  May  declare  such  person  dismissed,  or  return  the  name  to  the  eligible 
list  from  which  appointed  under  such  conditions  for  further  appointment  it  deems 
appropriate,  provided  that  certification  to  the  same  position  and  same  immediate 
supervisor  will  not  be  made  if  the  termination  was  for  disciplinary  reasons. 

b)  Order  the  name  of  the  person  removed  from  any  regular  eligible  list 
or  lists  on  which  the  person  may  have  standing,  (amended  11/15/76) 

c)  Restrict  participation  in  further  examinations  as  it  deems  appropriate. 

Section  6.05.  PROCEDURE  FOR  HEARING  FOLLOWING  TERMINATION  OF  EMPLOYEE 
SERVING  PROBATION  IN  A PROMOTIONAL  CLASSIFICATION 

a)  An  employee  serving  probation  in  a promotional  classification  may 
be  terminated  by  the  appointing  officer  at  any  time  during  the  probationary 
period.  The  termination  shall  be  in  accordance  with  Section  8.340  of  the 
Charter  and  applicable  procedure  in  Rule  6,  Section  6.01. 

The  employee  shall  have  the  right  of  appeal  and  hearing  before  the  Commission. 
Notice  of  appeal  shall  be  filed  in  writing  in  the  Civil  Service  Department  within 
ten  (10)  working  days  (excluding  Saturdays,  Sundays  and  Holidays)  following  the 
date  of  termination  of  appointment.  The  Commission  will  announce  the  time  and 
place  of  hearing  which  shall  be  as  soon  thereafter  as  convenient  to  all  parties. 
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The  Commission  shall  render  its  decision  within  thirty  (30)  days  after 
receipt  of  the  notice  of  termination,  and  (a)  may  direct  such  person  dismissed, 
or  (b)  declare  such  person  reinstated  in  the  position  and  may  order  that  the 
employee  be  paid  salary  from  the  time  of  the  termination  of  appointment,  or 
(c)  order  the  return  of  such  person  to  the  position  from  which  promoted. 

(amended  11/15/76) 

The  decision  of  the  Commission  shall  be  final. 

b)  Pending  decision  of  the  Commission,  the  appointing  officer  has  the 
option  to  restore  the  employee  to  duty  in  the  position  from  which  promoted. 

If  the  position  was  under  another  appointing  officer,  that  appointing  officer's 
approval  to  such  reinstatement  shall  be  required,  (amended  11/15/76) 

Section  6.06.  PROCEDURE  FOR  DISMISSAL  BY  APPOINTING  OFFICER  OF  REGULAR 
PERMANENT  EMPLOYEE 

A regular  permanent  employee  may  be  discharged  for  cause  upon  written 
charges  and  after  an  opportunity  to  be  heard  in  her/his  own  defense,  (amended  2/2/76) 

When  the  charges  are  made,  the  appointing  officer  shall  notify  the  person 
accused  in  writing  of  the  time  and  place  where  the  charges  will  be  heard  by 
mailing  such  statement  to  her/his  last  known  address.  The  person  accused  may 
be  represented  by  counsel  or  other  representatives  of  her/his  own  choosing. 

(amended  11/15/76) 

The  appointing  officer  shall  publicly  hear  and  determine  the  charges  and 
may  exonerate,  suspend,  or  dismiss  the  accused,  (amended  2/2/76) 

The  Personnel  Department  shall  be  informed  of  all  notifications  and 
actions  at  the  same  time  the  employee  is  so  notified. 

Section  6.07.  PROCEDURE  FOR  APPEAL  FOLLOWING  DISMISSAL  OF  REGULAR  PERMANENT 
EMPLOYEE 

If  a hearing  by  an  appointing  officer  results  in  the  dismissal  of  a 
regular  permanent  employee,  the  finding  of  the  appointing  officer  shall  be 
final  unless  within  thirty  (30)  days  of  the  date  of  the  written  notice  of 
dismissal,  the  dismissed  employee  appeals  to  the  Commission.  The  written 
notification  shall  indicate  the  employee's  right  to  appeal  the  dismissal  to 
the  Civil  Service  Commission  within  thirty  (30)  days  from  the  date  of  such 
notice. 

The  appeal  and  all  proceedings  shall  be  in  writing  and  shall  briefly  state 
the  grounds  therefor.  The  Commission  shall  review  the  case  and  may  require 
the  appointing  officer  to  furnish  a record  of  the  hearing  and  any  additional 
evidence  in  writing  it  deems  material.  The  Commission  shall  make  such 
decision  as  it  deems  just. 
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The  decision  shall  be  final  and  shall  be  immediately  enforced  by  the 
appointing  officer. 

If  the  Commission  shall  revise  or  alter  the  finding  of  the  appointing 
officer,  it  may  order  that  the  employee  affected  be  paid  salary  from  the  time 
of  discharge  or  suspension,  (amended  11/15/76) 

Section  6.08.  EFFECT  OF  DISMISSAL  OF  REGULAR  PERMANENT  EMPLOYEE  WHEN  NO 
APPEAL  FILED. 

Unless  otherwise  ordered  by  the  Commission,  the  name  of  a regular 
permanent  employee  who  does  not  appeal  from  dismissal  shall  be  removed  from 
any  eligible  list  on  which  the  employee  has  standing  and  the  employee  shall 
not  be  permitted  to  participate  in  any  examination  except  with  the  consent 
of  the  General  Manager,  Personnel,  (amended  11/15/76) 

Section  6.09.  PROCEDURE  FOR  HEARING  ON  CHARGES  AGAINST  AN  EMPLOYEE  WHEN 
THE  APPOINTING  OFFICER  NEGLECTS  OR  REFUSES  TO  ACT 

When  the  appointing  officer  neglects  or  refuses  to  act,  pertaining  to 
the  removal  of  any  employee  subject  to  the  civil  service  provisions  of  the 
Charter,  the  Commission  may  hear  and  determine  any  charge  filed  by  a citizen, 
or  by  an  authorized  agent  of  the  Commission.  In  rendering  its  decision,  the 
Commission  shall  determine  the  charges  and  may  exonerate,  suspend  or  dismiss 
the  accused  employee  in  accordance  with  the  provisions  of  Section  8.341  of 
the  Charter. 

The  appointing  officer  or  the  departmental  representative  shall  appear 
when  the  matter  is  to  be  considered.  The  matter  will  be  heard  in  accordance 
with  Rule  5,  Section  5.13  - Order  of  Presentation,  (amended  11/15/76) 

Section  6.10.  ELIGIBILITY  STATUS  PENDING  COMMISSION  ACTION  ON  DISCIPLINARY 
TERMINATION 

Pending  action  of  the  Commission  on  termination  of  any  appointment  or 
upon  presentation  of  charges  for  dismissal,  the  name  of  the  appointee  shall 
be  placed  under  waiver  for  all  appointment (s)  on  any  eligible  list  on  which 
the  appointee  has  standing,  (amended  11/15/76) 

Section  6.11.  EFFECT  OF  COMMISSION  APPROVAL  OF  TERMINATION  OR  DISMISSAL 

Unless  specifically  ordered  otherwise  by  the  Commission,  approval  of 
termination  or  dismissal  shall  result  in  the  cancellation  of  all  current 
examination  and  eligibility  status  and  all  future  applications  will  require 
the  approval  of  the  General  Manager,  Personnel,  after  completion  of  one 
year's  satisfactory  work  experience  outside  the  City  and  County  service, 
(amended  11/15/76) 


RULE  7 

CLASSIFICATION 

Section  7.01.  CLASSIFICATION  OF  POSITIONS. 

Each  position  in  the  classified  service  shall  be  classified  by  the 
Commission  and  allocated  to  the  appropriate  class  in  accordance  with  the 
character,  difficulty  and  responsibility  of  the  assigned  duties. 

Positions  shall  be  allocated  to  the  same  classes  when  their  duties  are 
sufficiently  similar  that:  a)  The  same  descriptive  title  may  be  used  to 
designate  each  position  in  the  class;  b)  The  same  level  of  education,  experience 
knowledge,  ability  and  other  qualifications  may  be  required  of  incumbents; 
c)  Similar  tests  of  fitness  may  be  used  to  select  incumbents;  d)  The  same 
schedule  of  compensation  will  apply  with  equity  under  substantially  the  same 
employment  conditions . 

Section  7.02.  CLASS  SERIES  AND  SERVICE 

All  classes  involving  the  same  kind  of  work  but  differing  as  to  level  of 
difficulty  and  responsibility  shall  be  assembled  into  the  same  series.  All 
series  within  the  same  broad  occupational  field  shall  be  assembled  into  the 
same  service. 
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Section  7.03.  CLASS  SPECIFICATION 

The  class  specification  shall  be  the  official  record  of  the  Position 
Classification  Plan.  The  specifications,  in  addition  to  defining  the  duties 
and  characteristics  of  the  class,  shall  give  examples  of  the  more  significant 
and  typical  duties  assigned  to  positions  in  the  class,  the  minimum  requirements 
for  applicants  for  positions  in  the  class,  and  any  other  special  requirements. 

The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a restriction  on  the  assignment  of  duties  not  specifically 
listed.  They  are  intended  to  indicate  the  kind  of  positions  that  should  be 
allocated  to  the  several  classifications  and  shall  not  be  construed  as  describ- 
ing what  the  exact  duties  and  responsibilities  of  each  individual  position 
allocated  to  the  class  shall  be.  THE  APPOINTING  OFFICER  HAS  THE  AUTHORITY  TO 
ASSIGN  AN  EMPLOYEE  TO  PERFORM  WORK  CONSISTENT  WITH  THE  KIND  OF  DUTIES  AND  LEVEL 
OF  RESPONSIBILITY  OF  THE  EMPLOYEE'S  CLASSIFICATION  ALTHOUGH_TM;  WORK  MAY  NOT  BE 
SPECIFICALLY  DESCRIBED  IN  THE  CLASS  SPECIFICATION. 

Section  7.04.  OFFICIAL  COPY 

The  General  Manager,  Personnel,  shall  maintain  an  accurate  and 
complete  copy  of  the  Position  Classification  Plan  to  be  designated  as  the 
"Official  Copy".  All  changes  in  allocation  or  reallocation  of  positions  to 
classes,  or  amendments  of  classifications,  shall  be  recorded  in  the  official 
minutes  of  the  Commission.  The  "Official  Copy"  of  the  Position  Classification 
Plan  shall  be  open  to  public  inspection. 

Section  7.05.  ADMINISTRATION  OF  THE  CLASSIFICATION  PLAN 

The  General  Manager,  Personnel,  shall  make  position  classification 
studies  of  individual  positions  or  groups  of  positions  whenever  he  THE 
GENERAL  MANAGER,  PERSONNEL,  deems  it  necessary,  whenever  the  duties  or  responsi- 
bilities have  undergone  significant  changes,  or  whenever  new  positions  are  to 
be  created. 

Upon  request  of  the  General  Manager,  Personnel,  the  appointing  officer 
shall  furnish  detailed  information  relative  to  the  duties,  responsibilities  or 
work  assignments  of  positions  under  his  HER/his  jurisdiction.  The  appointing 
authority  shall  notify  the  Personnel  Department  promptly  of  significant  changes 
in  duties,  responsibilities  or  work  assignments  of  positions  under  HER/his 
jurisdiction. 

Section  7.06.  AMENDMENTS  TO  CLASSIFICATIONS 

Amendments  to  the  Classification  Plan  or  changes  in  allocation  or 
reallocation  of  positions  to  classifications  may  be  made  at  any  meeting  of  the 
Commission.  All  requests  for  such  changes  shall  be  posted  on  the  Bulletin 
Board  of  the  Commission  for  a period  of  at  least  one  Cl)  week  before  such 
requests  shall  be  acted  upon  by  the  Commission. 

Section  7.07.  REVIEWS  AND  APPEALS 

Any  employee,  his  representative,  or  appointing  authority  affected  by 
any  classification  action  may  request  the  Commission  to  review  such  action. 

The  request  for  review  shall  be  in  accordance  with  request  for  reconsideration 
under  Rule  5,  Section  5.07. 
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Section  7.03  CLASS  SPECIFICATION 


The  class  specification  shall  be  the  official  record  of  the 
Position  Classification  Plan.  The  specifications,  in  addition  to  defining 
the  duties  and  characteristics  of  the  class,  shall  give  examples  of  the  more 
significant  and  typical  duties  assigned  to  positions  in  the  class,  the  minimum 
requirements  for  applicants  for  positions  in  the  class,  and  any  other  special 
requirements. 


The  class  specifications  shall  be  descriptive  of  the  class 
and  shall  not  be  considered  as  a restriction  on  the  assignment  of  duties 
not  specifically  listed.  They  are  intended  to  indicate  the  kind  of  positions 
that  should  be  allocated  to  the  several  classifications  and  shall  not  be 
construed  as  describing  what  the  exact  duties  and  responsibilities  of  each 
individual  position  allocated  to  the  class  shall  be. 

Section  7.04  OFFICIAL  COPY 

The  General  Manager,  Personnel,  shall  maintain  an  accurate  and 
complete  copy  of  the  Position  Classification  Plan  to  be  designated  as  the 
"Official  Copy".  All  changes  in  allocation  or  reallocation  of  positions  to 
classes,  or  amendments  of  classifications,  shall  be  recorded  in  the  official 
minutes  of  the  Commission.  The  "Official  Copy"  of  the  Position  Classification 
Plan  shall  be  open  to  public  inspection. 

Section  7.05  ADMINISTRATION  OF  THE  CLASSIFICATION  PLAN 

The  General  Manager,  Personnel,  shall  make  position  classification 
studies  of  individual  positions  or  groups  of  positions  whenever  he  deems  it 
necessary,  whenever  the  duties  or  responsibilities  have  undergone  significant 
changes,  or  whenever  new  positions  are  to  be  created. 

Upon  request  of  the  General  Manager,  Personnel,  the  appointing 
authority  shall  furnish  detailed  information  relative  to  the  duties,  responsibilities, 
or  work  assignments  of  positions  under  his  jurisdiction.  The  appointing  authority 
shall  notify  the  Personnel  Department  promptly  of  significant  changes  in  duties, 
responsibilities  or  work  assignments  of  positions  under  his  jurisdiction. 

Section  7.06  AMENDMENTS  TO  CLASSIFICATIONS 

Amendments  to  the  Classification  Plan  or  changes  in  allocation 
or  reallocation  of  positions  to  classifications  may  be  made  at  any  meeting 
of  the  Commission.  All  requests  for  such  changes  shall  be  posted  on  the 
Bulletin  Board  of  the  Commission  for  a period  of  at  least  one  (l)  week  before 
such  requests  shall  be  acted  upon  by  the  Commission. 

Section. 7.07  REVIEWS  AND  APPEALS 

Any  employee,  his  representative,  or  appointing  authority  affected 
by  any  classification  action  may  request  the  Commission  to  review  such  action. 

The  request  for  review  shall  be  in  accordance  with  request  for  reconsideration 
under  Rule  5,  Section  5.06. 

Section  7.08  EFFECT  OF  CLASSIFICATION  CHANGES  ON  INCUMBENT 

The  allocation  or  reallocation  of  a position  shall  not  adversely 
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Section  7.08.  EFFECT  OF  CLASSIFICATION  CHANGES  ON  INCUMBENT 

The  allocation  or  reallocation  of  a position  shall  not  adversely  affect 
the  rights  of  an  occupant  legally  holding  such  a position  under  permanent  appoint- 
ment. When  a position  is  to  be  reallocated  from  one  class  to  a higher  or  lower  ( 
class,  or  from  one  series  to  another  series,  such  reallocation  shall  be  effected 
when  the  position  becomes  vacant  by  reassignment  or  for  other  reason(s).  Pending 
such  reallocation,  the  incumbent  shall  continue  in  the  position. 

If  the  AN  employee  WHO  gains  eligibility  in  the  class  to  which  the 
position  is  to  be  allocated  he  may  receive  an  appointment  thereto  in  accordance 
with  the  Rules  governing  appointments. 

Whenever  the  title  of  the  class  changes  without  a change  in  duties  or 
responsibilities,  the  incumbent  shall  have  the  same  status  in  the  new  class  as 
he  had  in  the  old  class. 


RULE  8 

APPLICATIONS  AND  NOTICE  OF  EXAMINATIONS 
Section  8.01.  QUALIFICATIONS  OF  APPLICANTS 

Every  applicant  for  entrance  or  promotional  examination  must  possess 
and  maintain  the  qualifications  required  by  law  and  by  the  announcement  of  the 
examination  for  which  he  applies  APPLIED.  Experience  gained  in  violation  of 
a Commission  Rule  will  not  be  recognized.  It  is  the  responsibility  of  the 
appointing  officer  and  of  the  employee  to  have  experience  outside  of  classifi- 
cation recorded  in  accordance  with  Rule  26,  Section  26.01(h). 

Except  with  permission  of  the  General  Manager,  Personnel,  no  employee 
may  participate  in  an  entrance  examination  carrying  a lower  salary  schedule 
than  that  of  HER/his  current  class.  NO  EMPLOYEE  MAY  PARTICIPATE  IN  AN  EXAMI- 
NATION FOR  A CLASS  IN  WHICH  SHE/HE  HAS  CURRENT  PERMANENT  APPOINTMENT  STATUS 
EXCEPT  WITH  THE  APPROVAL  OF  THE  GENERAL  MANAGER,  PERSONNEL. 

Section  8.02.  TIME  FOR  FILING 

• 

An  applicant  is  a person  who  has  filed  an  application  for  examination 
within  the  time  limits  specified  in  the  announcement  of  the  examination  for 
which  he  applies  THE  APPLICANT  APPLIED.  Verification  shall  be  the  official  time 
receipt  of  the  Personnel  Department  or  postmark.  Examination  announcements 
shall  enly  NOT  be  distributed  during  the  period  that  applications  may  be  filed 
AFTER  THE  END  OF  THE  FILING  PERIOD. 

Section  8.03.  NOTICE  OF  EXAMINATIONS 

Official  notice  of  examinations  will  be  posted  on  the  Bulletin  Board 
of  the  Commission.  Notice  of  promotional  examinations  will  be  posted  for  a 
minimum  period  of  ten  (10)  calendar  days  as  required  by  the  Charter.  Request-^)- 
for-notiee-ef-datesj-when-applieatiens-may-be-filedv-mttst-be-made-en-Persennel 
Department  ferms.  Mailing  of  the  form  to  the  inquirer  at  the  time  the  exami- 
nation announcement  is  posted  shall  be  at  the  inquirers  risk.  A separate 
request  must  be  made  for  eaeh  classification.  REQUEST (S)  FOR  NOTICE  OF  FILING 
DATES  FOR  ENTRANCE  EXAMINATIONS  MAY  BE  FILED  IN  THE  PERSONNEL  DEPARTMENT. 
NOTIFICATION  CARDS  SHALL  BE  MAILED  AT  THE  INQUIRER’S  RISK. 
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affect  the  rights  of  an  occupant  legally  holding  such  a position  under  permanent 
appointment.  When  a position  is  to  be  reallocated  from  one  class  to  a higher 
or  lower  class,  or  from  one  series  to  another  series,  such  reallocation 
shall  be  effected  when  the  position  becomes  vacant  by  reassignment  or  for 
other  reason(s).  Pending  such  reallocation,  the  incumbent  shall  continue  in 
the  position. 


If  the  employee  gains  eligibility  in  the  class  to  which  the 
position  is  to  be  reallocated,  he  may  receive  an  appointment  thereto  in 
accordance  with  the  Rules  governing  Appointments. 

Whenever  the  title  of  the  class  changes  without  a change  in 
duties  or  responsibilities,  the  incumbent  shall  have  the  same  status  in  the 
new  class  as  he  had  in  the  old  class. 


RULE  8 

APPLICATIONS  AND  NOTICE  OF  EXAMINATIONS 
Section  8.01  QUALIFICATIONS  OF  APPLICANTS 

Every  applicant  for  entrance  or  promotional  examination  must 
possess  and  maintain  the  qualifications  required  by  law  and  by  the  announce- 
ment of  the  examination  for  which  he  applies.  Experience  gained  in 
violation  of  a Commission  Rule  will  not  be  recognized.  It  is  the  responsibility 
of  the  appointing  officer  and  of  the  employee  to  have  experience  outside  of 
classification  recorded  in  accordance  with  Rule  26,  Section  26.01(h). 

Except  with  permission  of  the  General  Manager,  Personnel,  no 
employee  may  participate  in  an  entrance  examination  carrying  a lower  salary 
schedule  than  that  of  his  current  class. 

Section  8.02  TIME  FOR  FILING 

An  applicant  is  a person  who  has  filed  an  application  for 
examination  within  the  time  limits  specified  in  the  announcement  of  the 
examination  for  which  he  applies.  Verification  shall  be  the.  official  time 
receipt  of  the  Personnel  Department  or  postmark.  Examination  announcements 
shall  only  be  distributed  during  the  period  that  applications  may  be  filed. 

Section  8.03  NOTICE  OF  EXAMINATIONS 

Official  notice  of  examinations  will  be  posted  on  the  Bulletin 
Board  of  the  Commission,  Notice  of  promotional  examinations  will  be  posted  for 
a minimum  period  of  ten  (10)  calendar  days  as  required  by  the  Charter.  Request (s) 
for  notice  of  dates  when  applications  may  be  filed  must  be  made  on  Personnel 
Department  forms.  Mailing  of  the  form  to  the  inquirer  at  the  time  the  examination 
announcement  is  posted  shall  be  at  the  inquirer's  risk.  A separate  request  must 
be  made  for  each  classification. 

Section  8.04  ADDITIONAL  NOTICE  OF  PROMOTIONAL  EXAMINATIONS 

Notice  of  promotional  examinations  to  persons  who  may  be 
qualified  will  be  distributed  through  the  concerned  departments.  Department 
heads  should  ascertain  that  all  eligible  employees  are  so  notified. 
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Section  8.05  APPLICATION  CUSTODY 


Application  forms  become  the  property  of  the  Commission  when 
received.  Return  of  documents  submitted  with  the  application  shall  require 
specific  approval  of  the  General  Manager,  Personnel  or  in  his  absence  his 
designated  representative. 

Application  forms  and  related  documents  may  be  amended  by  the 
applicant  only  when  the  examination  is  open  for  filing. 

Section  8.06  AMENDMENT  OF  EXAMINATION  ANNOUNCEMENTS 

Examination  announcements  may  be  corrected  with  respect  to 
clerical  errors,  misprints  and  incorrect  wording  by  the  General  Manager,  Personnel, 
or  in  his  absence  his  designated  representative,  by  posting  notice  of  such 
corrections  next  to  the  original  announcement  on  the  Bulletin  Board  of  the 
Commission.  The  issuance  of  examination  announcements  corrected  under  the 
provisions  of  the  section  shall  not  allow  additional  time  for  protest  or 
appeal  of  the  substantive  provisions  contained  in  the  original  announcement. 

Section  8.07  TIME  LIMITS  ON  RESPONSE  TO  REQUEST 

The  Civil  Service  Commission  shall  respond  to  protests  on 
examination  matters  within  a forty- five  (45)  day  period,  subject  to  approval 
of  the  Civil  Service  Commission.  This  time  limit  may  be  extended  as 
circumstances  warrant. 


RULE  9 
EXAMINATIONS 


Section  9.01  CHARTER  AUTHORITY 

The  examination  program  shall  be  in  accordance  with  the 
provisions  of  the  Charter.  The  General  Manager,  Personnel,  shall  rule  on  all 
matters  concerning  the  examination  program  pursuant  to  Rule  3,  Section  3.04. 

Section  9.02  ANNOUNCEMENT 

The  examination  announcement  shall  provide  the  qualifications, 
dates,  duration  of  eligible  lists,  and  other  particulars  regarding  the 
examinations  thereon  announced.  Applicants  must  be  guided  solely  by  the 
announcement  of  the  examination (s)  for  which  they  apply. 

Section  9.03  OFFICIAL  TIME  PERIODS 

Examination  announcements  shall  set  forth  time  limits  for 
determination  of  the  qualifications  of  applicants. 

Section  9.04  PROMOTIONAL  APPLICANTS 

Applicants  for  promotional  examinations  must  meet  the  require- 
ments of  the  examination  announcement  under  which  they  apply,  including 
completion  of  probationary  period  and  current  status  in  a next  lower  rank 
classification.  Current  status  in  a next  lower  rank  classification  shall  also 
include  persons: 
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Section  9.05.  OFFICIAL  TIME  PERIODS  (Formerly  Section  9.03) 

Examination  announcements  shall  set  forth  time  limits  for  determination 
of  the  qualifications  of  applicants. 

Section  9.06.  PROMOTIONAL  APPLICANTS  (Formerly  Section  9.04)  ( 

Applicants  for  promotional  examinations  must  meet  the  requirements  of 
the  examination  announcement  under  which  they  apply,  including  completion  of 
probationary  period  and  current  status  in  a next  lower  rank  classification. 

Current  status  in  a next  lower  rank  classification  shall  also  include  persons: 

1)  On  authorized  leave  of  absence. 

2)  With  PERMANENT  holdover  rights  who  have  been  employed 
in  the  class  within  A one  (1)  year  period  preceding  the  beginning  date  of 
examination. 


3)  Serving  a probationary  period  in  a different  class  but 
who  were  last  employed  in  a next  lower  rank  class.  FOLLOWING  COMPLETION  OF 

THE  PROBATIONARY  PERIOD.  THE  GENERAL  MANAGER.  PERSONNEL,  SHALL  DETERMINE  WHETHER 
THE  CURRENT  POSITION  AND  THE  CLASSIFICATION  EXAMINED  FOR  ARE  SUFFICIENTLY  RELATED 
TO  WARRANT  CONTINUATION  OF  ELIGIBILITY. 

4)  A WHO  AS  transferee  TRANSFEREES  while  ARE  serving  A probation- 
ary period.  If  aneeessfnl,  he  shall  be  entitled  te  an  offer  ef  Appointment  SHALL 
BE  OFFERED  in  accordance  with  his  eligibility  without  regard  to  his  probationary 
status . 


5)  An  employee  Serving  probationary  appointment  but  who  had 
HAVING  an  earlier  date  of  certification  because  of  having  been  reached  while  in 
the  military  service.  Appointment  from  the  promotional  list  shall  not  be 
offered  prior  to  satisfactory  completion  of  the  probationary  period. 

Section  9.07.  MEANS  OF  IDENTIFICATION 


Any  competitor  in  a written  examination  who  plaees  any  identifiable 
mark  open  his  examination  papers  shall  have  his  papers  eaneelled. 

The  Identification  Sheet  completed  and  sealed  by  the  candidate  provides 
the  sole  identif ication  of  the  examination  papers.  Identification  Sheets  of 
passing  candidates  may  not  be  opened  until  all  ratings  and  the  passing  mark  are 
final . 


THE  GENERAL  MANAGER.  PERSONNEL.  SHALL  DETERMINE  THE  METHOD  OF  CANDIDATE 
IDENTIFICATION  TO  BE  USED  IN  WRITTEN  AND  PERFORMANCE  EXAMINATIONS. 

WHEN  THE  SEALED  IDENTIFICATION  METHOD  IS  USED,  CANDIDATES  ARE  PROHIBITED 
FROM  MAKING  IDENTIFYING  MARKS  ON  THEIR  EXAMINATION  PAPERS.  THE  EXAMINATION  PAPERS 
OF  A CANDIDATE  WHO  MAKES  IDENTIFYING  MARKS  MAY  BE  CANCELLED.  SEALED  IDENTIFICATION 
SHEETS  OF  SUCCESSFUL  CANDIDATES  MAY  NOT  BE  OPENED  UNTIL  ALL  RATINGS  AND  THE  PASSING 
MARK  ARE  FINAL. 

WHERE  A NUMBER  OF  CANDIDATES  HAVE  COMPETED  IN  TWO  OR  MORE  EXAMINATIONS 
IN  A SERIES.  AND  AT  LEAST  ONE  CANDIDATE  HAS  PASSED  ONE  AND  FAILED  ONE  OF  THE 
EXAMINATIONS.  THE  IDENTIFICATION  SHEETS  OF  THE  CANDIDATES  WHO  HAVE  FAILED  ONE  . 

EXAM  MAY  BE  OPENED  PRIOR  TO  THE  QUALIFICATIONS  APPRAISAL  INTERVIEW  BUT  ONLY  FOR  1 

THE  PURPOSE  OF  DETERMINING  WHICH  CANDIDATES  SHOULD  PARTICIPATE  IN  THE  QUALIFICATION! 
APPRAISAL  INTERVIEW.  UNDER  NO  CIRCUMSTANCE  MAY  THE  SCORE  ON  THE  EXAMINATION  PASSED 
BE  DIVULGED  BY  THE  PERSONNEL  DEPARTMENT  PRIOR  TO  THE  POSTING  OF  THE  TENTATIVE 
ELIGIBLE  LIST. 


l)  On  authorized  leave  of  absence. 


2)  With  holdover  rights  who  have  been  employed  in  the  class 
within  one  (l)  year  period  preceding  the  beginning  date  of  examination. 

3)  Serving  a probationary  period  in  a different  class  but  who 
were  last  employed  in  a next  lower  rank  class. 

4)  A transferee  while  serving  the  required  probationary  period. 

If  successful,  he  shall  be  entitled  to  an  offer  of  appointment  in  accordance 
with  his  eligibility  without  regard  to  his  probationary  status. 

5)  An  employee  serving  probationary  appointment  but  who  had  an 
earlier  date  of  certification  because  of  having  been  reached  while  in  the  military 
service.  Appointment  from  the  promotional  list  shall  not  be  offered  prior  to 
satisfactory  completion  of  the  probationary  period. 

Section  9.05  REQUEST  FOR  INCLUSION  IN  NEXT  LOWER  RANK 

Employees  desiring  inclusion  of  their  class  in  the  next  lower  rank 
of  a specific  promotional  examination  may  make  such  request  on  forms  provided  by 
the  Personnel  Department  prior  to  the  announcement  of  the  promotional  examination. 
Mailing  of  the  form  to  the  inquirer  at  the  time  the  examination  announcement  is 
posted  shall  be  at  the  inquirer’s  risk.  A separate  request  must  be  made  for  each 
classification. 

Section  9.06  PARTICIPATION 

No  employee  may  participate  in  an  examination  for  a class  in  which 
he  has  current  permanent  appointment  status  except  with  the  approval  of  the 
General  Manager,  Personnel. 

Section  9.07  MEANS  OF  IDENTIFICATION 


Any  competitor  in  a written  examination  who  places  any 
identifiable  mark  upon  his  examination  papers  shall  have  his  papers  cancelled. 


The  Identification  Sheet  completed  and  sealed  by  the  candidate 
provides  the  sole  identification  of  the  examination  papers.  Identification 
sheets  of  passing  candidates  may  not  be  opened  until  all  ratings  and  the  passing 
mark  are  final. 

Section  9.08  UNAUTHORIZED  MATERIAL 


Any  applicant  cheating  or  attempting  to  cheat  in  any 
the  examination  process  shall  be  eliminated  from  the  examination  and 
may  be  ineligible  for  future  employment.  Cheating  shall  include  the 
attempted  use  of  material  not  authorized  by  the  notice  to  report  for 


phase  of 
thereafter 
use  or 
examination. 


Section  9.09  COPYING  OF  EXAMINATION  QUESTIONS 


The  copying  of  examination  questions  or  the  making  of  notes  or 
outlines  regarding  an  examination  is  prohibited,  except  notations  checking  the 
accuracy  of  the  scoring. 


Pr£>pos 

Section  9.08.  UNAUTHORIZED  MATERIAL 

Any  applicant  cheating  or  attempting  to  cheat  in  any  phase  of  the 
examination  process  shall  be  eliminated  from  the  examination  and  thereafter 
may  be  ineligible  for  future  employment.  Cheating  shall  include  the  use  or 
attempted  use  of  material  not  authorized  by  the  notice  to  report  for  exami-  j 

nation. 

Section  9.09.  COPYING  OF  EXAMINATION  QUESTIONS 

The  copying  of  examination  questions  or  the  making  of  notes  or 
outlines  regarding  an  examination  is  prohibited,  exeept-notafcions-eheeklftg-the 
aeeuraey-ef-the-eeeringT 

Section  9.10.  RATING  KEYS 

The  examination  booklet  IN  EXAMINATIONS  NOT  EXEMPTED  FROM  INSPECTION 
PRIVILEGES  shall  provide  the  time  period  wherein  participants  in  an  examination 
may  review  the  rating  key  to  be  used  for  scoring.  Participants  in  an  exami- 
nation shall  be  allowed  only  one  review  of  the  rating  key  unless  otherwise 
ordered  by  the  General  Manager,  Personnel.  No  changes  in  the  rating  key  shall 
be  made  after  the  identification  sheets  of  any  participants  have  been  opened. 

Inspection  of  the  rating  key  is  for  the  purpose  of  correcting  errors 
in  the  key  or  te  determine  DETERMINING  if  any  of  the  questions  asked  are 
ambiguous  or  incorrectly  phrased.  Protests  concerning  the  rating  key  must  be 
filled  out  in  the  inspection  room  on  forms  supplied  by  the  Commission.  Petitions 
must  include  substantiating  data  or  authoritative  references.  If  any  protests 
have  been  filed,  an  additional  period  for  review  of  protests  and  submission  of 
counter  protests  will  be  provided. 

Section  9.11.  RATING  KEYS  - CONTINUOUS  EXAMINATIONS  ^ 

Inspection  privileges  shall  not  apply  to  these  examinations  whieh  have 
have-been-deelered-by-the-Gemfflissien-as-eenfeinueus  QUESTIONS  AND  ANSWERS  ON  ANY 
CONTINUOUS  OR  STANDARDIZED  ENTRANCE  OR  CONCURRENT  ENTRANCE  AND  PROMOTIVE  WRITTEN 
EXAMINATION.  THIS  INCLUDES  EXAMINATIONS  UNDER  THE  CONTINUOUS  TESTING  PROGRAM. 

No  examination  may  be  declared  continuous  for  a period  exceeding  one 
■(19  year;  hewever,  nothing  herein  shall  prohibit  the  Commission  from  extending 
this  period.  Following  the  adoption  o#  the  rating  key  and  validation  of  the  test, 
the  passing  mark  shall  be  stated  on  the  examination  announcement  and  the  key 
answers  shall  not  be  subj-eet  to  inspection  and  appeal  procedures. 

The  General  Manager,  Personnel,  may  order  obsolete  or  erroneous 
questions  deleted  from  any  examination  whieh  has  been  declared  continuous 
EXEMPTED  BY  THIS  RULE  FROM  INSPECTION  PRIVILEGES. 

Section  9.12.  INSPECTION  OF  RATING  KEYS  BY  REVIEW  COMMITTEE 

Notwithstanding  any  other  provision  of  these  rules,  the  examination 
announcement  may  provide  for  review  of  questions  and  answers  thereto  by  a review 
committee  in  those  examinations  wherein  large  numbers  of  protests  on  key  answers 
might  be  anticipated  on  the  basis  of  past  experience,  or  there  is  an  immediate 
need  for  appointees  in  the  classification  involved.  Such  review  committee  shall 
be  composed  of  three  or  more  persons,  expert  in  the  field  of  subject  matter 
covered  by  the  examination.  For  examinations  in  the  uniformed  classifications  ^ 

in  the  Police  and  Fire  Departments,  or  other  uniformed  forces,  the  members  of 
the  Committee  shall  be  appointed  by  the  General  Manager,  Personnel,  from  among 
a panel  of  five  officers  submitted  by  the  appointing  officer  of  the  concerned 
department,  and  shall  hold  rank  not  less  than  that  of  the  class  for  which  the 
examination  is  beine  held. 


Section  9.10  RATING  KEYS 


The  examination  booklet  shall  provide  the  time  period  wherein 
participants  in  an  examination  may  review  the  rating  key  to  be  used  for  scoring. 
Participants  in  an  examination  shall  be  allowed  only  one  review  of  the  rating 
key  unless  otherwise  ordered  by  the  General  Manager,  Personnel.  No  changes  in 
the  rating  key  shall  be  made  after  the  identification  sheets  of  any  participants 
have  been  opened. 

Inspection  of  the  rating  key  is  for  the  purpose  of  correcting 
errors  in  the  key  or  to  determine  if  any  of  the  questions  asked  are  ambiguous  or 
incorrectly  phrased.  Protests  concerning  the  rating  key  must  be  filled  out 
in  the  inspection  room  on  forms  supplied  by  the  Commission.  Petitions  must 
include  substantiating  data  or  authoritative  references.  If  any  protests  have 
been  filed,  an  additional  period  for  review  of  protests  and  submission  of 
counter  protests  will  be  provided. 

Section  9.11  RATING  KEYS  - CONTINUOUS  EXAMINATIONS 

Inspection  privileges  shall  not  apply  to  those  examinations  which 
have  been  declared  by  the  Commission  as  continuous. 

No  examination  may  be  declared  continuous  for  a period  exceeding 
one  (l)  yearj  however,  nothing  herein  shall  prohibit  the  Commission  from  extending 
this  period.  Following  the  adoption  of  the  rating  key  and  validation  of  the  test, 
the  passing  mark  shall  be  stated  on  the  examination  announcement  and  the  key 
answers  shall  not  be  subject  to  inspection  and  appeal  procedures. 

The  General  Manager,  Personnel,  may  order  obsolete  or  erroneous 
questions  deleted  from  any  examination  which  has  been  declared  continuous. 

Section  9.12  INSPECTION  OF  RATING  KEYS  BY  REVIEW  COMMITTEE 

Notwithstanding  any  other  provision  of  these  rules,  the 
examination  announcement  may  provide  for  review  of  questions  and  answers  thereto 
by  a review  committee  in  those  examinations  wherein  large  numbers  of  protests  on 
key  answers  might  be  anticipated  on  the  basis  of  past  experience,  or  there  is  an 
immediate  need  for  appointees  in  the  classification  involved.  Such  review 
committee  shall  be  composed  of  three  or  more  persons,  expert  in  the  field  of 
subject  matter  covered  by  the  examination.  For  examinations  in  the  uniformed 
classifications  in  the  Police  and  Fire  Departments,  or  other  uniformed  forces, 
the  members  of  the  Committee  shall  be  appointed  by  the  General  Manager,  Personnel, 
from  among  a panel  of  five  officers  submitted  by  the  appointing  officer  of  the 
concerned  department,  and  shall  hold  rank  not  less  than  that  of  the  class  for  which 
the  examination  is  being  held. 

The  review  of  the  rating  key  shall  begin  simultaneously  with  the 
holding  of  the  examination  and  shall  be  completed  in  one  session.  The  recommendations 
of  the  review  committee  with  respect  to  questions  or  answers  which  they  believe 
to  be  ambiguous,  incorrect,  or  improper  shall  be  submitted  to  the  General  Manager, 
Personnel,  for  approval.  Such  rating  key  when  approved  by  the  General  Manager, 
Personnel,  shall  be  made  available  for  review  by  participants  in  the  examination 
for  a period  of  two  days.  The  time  allowed  for  such  review  may  be  extended  if  in 
the  judgment  of  the  General  Manager.  Personnel,  the  number  of  applicants  warrants. 

The  participants  may  request  reconsideration  by  the  Civil  Service  Commission 
concerning  only  those  questions  or  answers  wherein  documented  claim  of  manifest  error 
is  made.  If  no  requests  for  reconsideration  are  submitted,  the  approved  rating  key 
shall  be  the  official  rating  key  to  be  used  for  scoring  the  examination. 


Section  9.13  INSPECTION  OF  PAPERS  BY  UNSUCCESSFUL  CANDIDATES 


Where  there  are  remaining  parts  of  an  examination,  unsuccessful 
candidates  may  inspect  their  papers  during  a two (2)  day  period  specified  by  the 
notice  informing  them  of  their  scores.  Such  inspection  shall  be  for  the  sole 
purpose  of  determining  that  the  scoring  has  been  accurate - 

Section\9.14  PREFERENCE  TO  WAR  VETERANS  AND  THEIR  WIDOWS  / r, 

a)  "VETERAN”  DEFINED:  The  term  "veteran"  as  used  in  this  rule 

shall  be  taken  to  mean  any  person  who  has  enlisted  or  been  mustered  into 

or  served  in\the  Army,  the  Air  Corps,  the  Navy  or  the  Marine  Corps,  or  the 
Coast  Guard  of,  the  United  States  in  time  of  war  and  received  an  honorable 
discharge  or  certificate  of  honorable  active  service  » 

(AMENDED  1-16-531  CHARTER  SECTION  8,324  RATIFIED  1-9-53) 

b) \ ENTRANCE  EXAMINATIONS:  Veterans  with  thirty  days  or  more 

actual  service,  and  widows  of  such  veterans,  when  the  passing  mark  has  been 
attained  in  any  exammation,  shall  be  allowed  an  additional  credit  of  5 per 
cent  in  making  up  the  list  of  eligibles  secured  by  such  examination, 

c)  PR0m6tIVE  EXAMINATIONS:  In  the  case  of  promotive  examinations, 

when  the  passing  mark  has  been  attained,  a credit  of  3 per  cent  shall  be  allowed 
to  veterans  or  to  widows  of 'such  veterans, 

d)  LIMIT  TO  ENTRANCE  AND  PROMOTIVE  PREFERENCE:  In  accordance 

with  charter  provision,  not  more\than  one  entrance  appointment  and  one  promotive 
appointment  may  be  allowed  to  any  We  person  from  eligible  lists  on  which  the 
ranking  of  the  employee  includes  credit  for  veteran's  preference.  When  an 
eligible  receives  such  an  entrance  orXpromotive  appointment  and  successfully 
completes  his  probationary  period,  such. other  additional  preference  credits  that 
have  been  allowed  him  on  other  entrance  or  promotive  eligible  lists,  as  the  case 
may  be,  shall  be  automatically  cancelled  and  his  rank  shall  be  revised  to  accord 
with  his  relative  standing  before  such  additional  credits  were  added. 

e)  PERMANENT  DISABILITY  PREFERENCE:  When  in  its  judgment 

it  shall  seem  just  and  proper,  the  Civil  Service  .Commission  may,  for  specific 
city  and  county  services  or  employments,  as  determined  by  the  Commission,  allow 
general  or  individual  preference,  but  not  less  than\10  per  cent,  for  entrance 
appointment  of  veterans  who  have  suffered  permanent  disability  in  line  of  duty, 
provided  that  such  disability  would  not  prevent  the  proper  performance  of  the 
duties  required  under  such  service,  or  employment,  and  provided  that  such 
disability  is  of  record  in  the  United  States  Veterans  Administration, 

f)  TIME  FOR  CLAIMING  VETERAN'S  PREFERENCE: \ Veteran' s preference 
as  provided  in  Section  b or  c of  this  rule  shall  be  claimed  at  the  time  of  filing 
application  and  shall  be  accompanied  by  proof  of  honorable  discharge  or  honorable 
active  service,  provided  that,  with  the  approval  of  the  Personnel  Director  an 
applicant  may,  upon  a showing  of  good  reason  therefor,  make  or  withdraw  a claim 
for  veteran's  preference  prior  to  the  actual  holding  of  the  writteh  portion  of 
the  examination- 

g)  TIME  OF  WAR  - PERIODS  COVERED  BY:  (a)  The  war  with  Germany 

began  with  our  declaration  of  war,  April  6,  1917,  and  ended  with  the  Armistice 
on  November  11,  1918. 

1)  The  war  against  the  Axis  Powers  began  with  our  declaration 
of  war  December  8,  1941,  and  ended  with  the  presidential  proclamation  of  cessation 
of  hostilities  on  December  31,  1946. 


. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 

CIVIL  SERVICE  COMMISSION 

151  CITY  HALL 


October  14,  1976 


To: 


All  Appointing  Officers 
Department  Heads 
Departmental  Personnel  Officers 
Employees  and  Employee  Organizations 


SUBJECT:  AMENDMENT  TO  THE  CIVIL  SERVICE  RULES 


ADOPTED  BY  THE  CIVIL  SERVICE  COMMISSION 
AT  ITS  MEETING  OF  OCTOBER  4,  1976 


At  its  meeting  of  October  4,  1976  the  Civil  Service  Commission 
abolished  current  Rule  9,  Section  9.14  except  with  respect  to  exami- 
nations completed  prior  to  July  7,  1976  and  enacted  a new  Rule  9, 
Section  9.14  to  effect  examinations  completed  on  or  after  July  7,  1976 
as  follows: 

Section  9.14  VETERANS  PREFERENCE  IN  EXAMINATIONS 

a.  Veterans  preference  in  examinations  completed  on  or  after 
July  7,  1976  shall  be  administered  in  accordance  with  Section 
8.324  of  the  Charter. 

b.  The  following  definitions  apply  to  the  administration  of  this 


1.  Completion  date  of  an  examination:  the  date  the  eligible  list 

is  adopted  or  on  which  all  competitive  parts  of  the  examination 
have  been  administered  and  the  passing  mark  set. 

2.  Time  for  filing  claim:  applicants  must  claim  preference  on  the 

original  application  form  or  pre-application  form,  whichever  is 
filed  first.  All  such  claims  or  withdrawals  of  claims  must  be 
made  prior  to  participation  in  the  first  part  of  the  test  to  be 
administered. 

3.  First  entitlement  to  claim  preference:  the  date  upon  which  the 

applicant  was  first  separated  from  active  duty  service,  including 
separations  for  re-enlistment  purposes,  and  such  service  would 
have  qualified  the  applicant  to  claim  preference  under  the  then- 
current  requirements. 

Att'ached  'for  yocrr  "reference  is  a copy  of  Charter  Section  8-.  324 
as-amended  at  the  June-,-  t9-76j  election. 


section: 


BO:  fk 

Attachment 
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Pro  p<55eo(  rntvjts 

The  review  of  the  rating  key  shall  begin  simultaneously  with  the  holding 
of  the  examination  and  shall  be  completed  in  one  session.  The  recommendations  of 
the  review  committee  with  respect  to  questions  or  answers  which  they  believe  to  be 
ambiguous,  incorrect,  or  improper  shall  be  submitted  to  the  General  Manager, 
Personnel,  for  approval.  Such  rating  key  when  approved  by  the  General  Manager, 
Personnel,  shall  be  made  available  for  review  by  participants  in  the  examination 
for  a period  of  two  days.  The  time  allowed  for  such  review  may  be  extended  if  in 
the  judgment  of  the  General  Manager , Personnel,  the  number  of  applicants  warrants. 
The  participants  may  request  reconsideration  APPEAL  by  TO  the  Civil  Service 
Commission  concerning  only  those  questions  or  answers  wherein  documented  claim 
of  manifest  SIGNIFICANT  error  is  made.  IF  ANY  APPEALS  HAVE  BEEN  FILED.  AN 
ADDITIONAL  PERIOD  FOR  SUBMISSION  OF  COUNTER  ARGUMENTS  WILL  BE  PROVIDED.  If  no 
requests  for  reconsideration  APPEALS  are  submitted,  the  approved  rating  key 
shall  be  the  official  rating  key  to  be  used  for  scoring  the  examination. 

Section  9.13.  EXAMINATION  PASSING  MARK  (New  Section) 

FOR  EACH  EXAMINATION,  THE  GENERAL  MANAGER,  PERSONNEL,  SHALL  ESTABLISH 
A PASSING  MARK  OR  SHALL  DETERMINE  THE  TOTAL  NUMBER  OF  PERSONS  TO  EE  INCLUDED  ON 
THE  LIST  OF  ELIGIBLES  BASED  ON  THE  NEEDS  OF  THE  SERVICE. 

NO  CHANGES  IN  THE  PASSING  MARK  SHALL  BE  MADE  AFTER  THE  IDENTIFICATION 
SHEETS  HAVE  BEEN  OPENED. 

Section  9.14.  INSPECTION  OF  PAPERS  BY  UNSUCCESSFUL  CANDIDATES 

Where  there  are  remaining  parts  of  an  examination,  AND  WHERE  THE 
EXAMINATION  IS  NOT  EXEMPTED  FROM  INSPECTION  UNDER  SECTION  9.11,  unsuccessful 
candidates  may  inspect  their  papers  during  a two  (2)  day  period  specified  by 
the  notice  informing  them  of  their  scores.  Such  inspection  shall  be  for  the 
sole  purpose  of  determining  that  the  scoring  has  been  accurate. 

Section  9.16.  QUALIFICATIONS  APPRAISAL  INTERVIEW.  PROCEDURES  AND  APPEALS 
ON  QUALIFICATIONS  APPRAISAL  INTERVIEWS 

A.  Procedures  and  Practices 


1.  The  orientation  of  the  qualifications  appraisal  board  may 
include  a presentation  by  the  department  head  or  his  DEPARTMENTAL  representative 
which  includes  a description  of  the  classification  for  which  the  examination  is 
being  held,  the  setting  of  the  class  in  his  THE  department,  the  critical  elements 
of  personal  characteristics  needed  by  employees  in  this  class,  and  related 
information.  The  department  head  or  his  representative  shall  not  discuss  any 
candidate  with  any  member  or  members  of  the  qualifications  appraisal  board  at 
this  time  or  any  other  time  prior  to  the  completion  of  the  examination. 


■7t.  Ne  fraternal  rings,  organisation  pins,  or  insignia  of 
any  kind  shall  be  displayed  by  the  board  members  in  any  qualifications  appraisal 
interview  nor  shall  sueh  rings,  pins,  or  insignia  be  worn  by  any  candidate  who 
appears  before  sueh  a board. 

Employees  of  the  Personnel  Department  staff  shall  not 
serve  on  qualifications  appraisal  beards  for  any  examination  if  one  or  more  of 
the  candidates  is  related  to  the  staff  member  or  if  any  strong  personal 
associations  exist  between  one  or  more  candidates  and  the  staff  member  so  that 
it  would  be  difficult  to  make  an  impartial  rating. 
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2)  The  period  of  time  during  which  the  United  States  assisted 
the  United  Nations  in  active  military  operations  in  Korea  began  on  June  27,  1950 
and  ended  with  the  cessation  of  active  military  operations  on  July  27,  1953- 
(Amended  1-22-54) 

3)  The  periods  of  time  other  than  those  listed  above  during  which 
the  United  States  has  been  engaged  in  active  military  operations  against  a foreign 
power,  whether  or  not  war  has  been  formally  declared,  will  be  determined  by  the 
Civil  Service  Commission  upon  a review  of  the  individual  applicant’s  service  record 
and  application  for  veteran's  preference  credits « 

4 ) \  The  period  of  time  during  which  the  United  States  armed  forces 
became  engaged  in  active  military  operations  in  South  Vietnam  against  North  Vietnam 
beginning  March  7,  1965,  and  to  end  with  the  date  of  cessation  of  such  active 
military  operations, 

h)  PROOF  OF  PREFERENCE  CLAIM:  Veterans  should  submit  with  their 

applications  their  original  discharge  (or  certificate  of  active  service),  or  a 
photostat  copy  thereof  or,  if  this  is  not  possible,  an  official  record  of  their 
military  or  naval  service  based  upon  records  of  the  War  or  Navy  Department,  Such 
document  must  show  the  period  of  active  service  so  as  to  prove  required  service 
in  time  of  war, 

i)  WIDOWS  OF  VETERANS:  Widows  of  veterans  should  submit  the 

following  with  their  applications: 

Proof  of  husband's  right  to  preference? 

Marriage  certificate  or  certified  copy  of  church  record  or  affidavit 
of  two  witnesses  to  marriage,  or  sworn  statement  of  the  person  who  performed  the 
ceremony,  so  as  to  prove  marriage; 

Death  certificate  or  other  official  record  of  husband's  death, 
such  as  certificate  of  Pension  Office  or  War  Risk  Bureau,  or  affidavits  of  two 
persons  having  knowledge  of  the  facts; 

Affidavits  of  two  persons  certifying  that  she  was  not  divorced  from 
husband  and  has  not  remarried  since  his  death, 

j ) SURPLUS  ABOVE  100  PER  GENT:  Whenever  the  additional  credit 

allowed  veterans  by  law  shall  give  a total  of  more  than  100  per  cent,  the  surplus 
above  such  100  per  cent  shall  be  used  for  the  purpose  of  determining  the  order  in 
which  such  veterans  shall  take  rank  on  the  list  of  eligibles,  and  the  candidate 
having  the  highest  surplus  shall  take  the  highest  rank,  (Section  8*324) 

Section  9*15  QUALIFICATIONS  APPRAISAL  INTERVIEW  * PROCEDURES  AND  APPEALS 

ON  QUALIFICATIONS  APPRAISAL  INTERVIEWS, 

A*  Procedures  and  Practices 


1*  The  orientation  of  the  qualifications  appraisal  board  may 
include  a presentation  by  the  department  head  or  his  representative  which  includes 
a description  of  the  classification  for  which  the  examination  is  being  held,  the 
setting  of  the  class  in  his  department,  the  critical  elements  of  personal 
characteristics  needed  by  employees  In  the  class,  and  related  information.  The 
department  head  or  his  representative  shall  not  discuss  any  candidate  with  any 
member  or  members  of  the  qualifications  appraisal  board  at  this  time  or  any  other 
time  prior  to  the  completion  of  the  examination. 
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2.  No  candidate  shall  discuss  HER/his  candidacy  or  any 
relationship  thereto  with  the  qualifications  appraisal  board  members  prior 
to  the  completion  of  all  parts  of  the  exam inat ion (s)  and  the  final  adoption 
of  the  list(s)  of  eligibles  resulting  therefrom. 

3.  No  letters  of  reference  or  recommendation  shall  be 
presented  to  the  qualifications  appraisal  board. 

4.  In  all  qualifications  appraisal  interviews  the  same 
standards  shall  apply  to  all  candidates  who  appear  for  the  same  classification. 

5.  The  minimum  passing  or  qualifying  rating  must  be 
related  to  a classification,  not  to  a single  position  within  a multiple  position 
classification. 


6.  No  applicant  for  public  employment  shall  be  questioned 
as  to  his  political  views,  religious  beliefs,  labor  affiliations,  or  racial 
extraction. 


7.  All  qualifications  apptaisal  interviews  shall  be 
reeerded  whenever  praetieal  and  sueh  recordings  shall  be  retained  only  until 
all  ratings  beeeme  final  and  any  timely  litigation  based  thereon  has  been 
finally  resolved . RECORDINGS  OF  QUALIFICATIONS  APPRAISAL  INTERVIEWS  SHALL  BE 
RETAINED  ONLY  UNTIL  ALL  RATINGS  BECOME  FINAL  AND  ANY  TIMELY  LITIGATION  BASED 
THEREON  HAS  BEEN  RESOLVED.  A defective  recording  shall  not  invalidate  the 
interview  unless  the  Civil  Service  Commission  finds  the  omitted  or  unintelligible 
material  critically  relevant  to  the  case  in  which  event  the  Civil  Service 
Commission  may  authorize  a second  interview,  or  order  a new  examination. 

8.  In  the  event  of  any  challenge  of  an  examiner  or  of  any 
ratings  in  qualifications  appraisal  interviews  all  other  candidates  whose 
standings  in  the  examination  may  be  affected  shall  be  notified  of  the  challenge. 

B.  Challenge  of  Board  Members 

1.  A board  member  may,  if  he  wishes,  excuse  HERSELF /himself 
from  rating  any  candidate  when  in  the  judgment  of  the  board  member  it  would  be 
difficult  for  him  to  rate  the  candidate  impartially.  If  possible,  the  excused 
board  member  shall  be  replaced  by  an  alternate  with  the  same  qualifications. 

2.  Any  challenge  as  to  personal  bias  or  competence  of  a 
person  serving  as  an  examiner  in  a qualifications  appraisal  interview  based 
upon  prior  knowledge  of  or  acquaintance  with  a board  member  shall  be  made  by 
a candidate  to  the  Bireeter  DIVISION  MANAGER,  PERSONNEL  of  Recruitment  and 
Examinations  or  his  AUTHORIZED  representative  immediately  prior  to  his 
participation  in  this  phase  of  the  examination.  The  candidate  shall  then 
proceed  with  his  participation  in  the  interview.  If  such  a challenge  is 
sustained  by  action  of  the  Civil  Service  Commission  FOLLOWING  DENIAL  BY  THE 
GENERAL  MANAGER,  PERSONNEL,  the  rating  by  the  challenged  person  shall  not  be 
computed  in  the  final  rating  of  the  candidate  and  the  rating  of  the  candidate 
shall  be  that  of  the  unchallenged  members  of  the  examining  board.  If  more 
than  one  half  of  the  board  members  are  successfully  challenged,  the  the  Civil 
Service  Commission  shall  cancel  this  session  and  a new  board  shall  be  constituted, 
unless  more  than  one  panel  of  examiners  has  been  convened  for  the  examination, 

in  which  case,  the  candidate  shall  be  examined  by  an  alternate  panel  of  equal 
number . 
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2.  No  fraternal  rings,  organization  pins,  or  insignia  of  any 
kind  shall  be  displayed  by  the  board  members  in  any  qualifications  appraisal 
interview  nor  shall  such  rings,  pins,  or  insignia  be  worn  by  any  candidate  who 
appears  before  such  a board. 

3.  Employees  of  the  Personnel  Department  staff  shall  not 
serve  on  qualifications  appraisal  boards  for  any  examination  if  one  or  more  of 
the  candidates  is  related  to  the  staff  member  or  if  any  strong  personal 
associations  exist  between  one  or  more  candidates  and  the  staff  member  so  that 
it  would  be  difficult  to  make  an  impartial  rating. 

4.  No  candidate  shall  discuss  his  candidacy  or  any 
relationship  thereto  with  the  qualifications  appraisal  board  members  prior 
to  the  completion  of  all  parts  of  the  examination (s)  and  the  final  adoption 
of  the  list(s)  of  eligibles  resulting  therefrom. 

5.  No  letters  of  reference  or  recommendation  shall  be 
presented1  to  the  qualifications  appraisal  board. 

6.  In  all  qualifications  appraisal  Interviews  the  same 
standards  shall  apply  to  all  candidates  who  appear  for  the  same  classification. 

7.  The  minimum  passing  or  qualifying  rating  must  be 
related  to  a classification,  not  to  a single  position  within  a multiple  position 
classification. 


8.  No  applicant  for  public  employment  shall  be  questioned 
as  to  his  political  views,  religious  beliefs,  labor  affiliations,  or  racial 
extraction. 


9.  All  qualifications  appraisal  Interviews  shall  be  recorded 
whenever  practical  and  such  recordings  shall  be  retained  only  until  all  ratings 
become  final  and  any  timely  litigation  based  thereon  has  been  finally  resolved. 

A defective  recording  shall  not  invalidate  the  interview  unless  the  Civil  Service 
Commission  finds  the  omitted  or  unintelligible  material  critically  relevant  to 
the  case  in  which  event  the  Civil  Service  Commission  may  authorize  a second 
interview,  or  order  a new  examination. 

10.  In  the  event  of  any  challenge  of  an  examiner  or  of  any 
ratings  in  qualifications  appraisal  Interviews  all  other  candidates  whose  standings 
in  the  examination  may  be  affected  shall  be  notified  of  the  challenge. 

B.  Challenge  of  Board  Members 

1.  A board  member  may.  If  he  wishes,  excuse  himself  from  rating 
any  candidate  when  in  the  judgment  of  the  board  member  it  would  be  difficult  for  him 
to  rate  the  candidate  impartially.  If  possible,  the  excused  board  member  shall 

be  replaced  by  an  alternate  with  the  same  qualifications. 

2.  Any  challenge  as  to  personal  bias  or  competence  of  a person 
serving  as  an  examiner  in  a qualifications  appraisal  interview  based  upon  prior 
knowledge  of  or  acquaintance  with  a board  member  shall  be  made  by  a candidate  to  the 
Director  of  Recruitment  and  Examinations  or  his  representative  immediately  prior 

to  his  participation  in  this  phase  of  the  examination.  The  candidate  shall  then 
proceed  with  his  participation  in  the  interview.  If  such  a challenge  is  sustained 
by  action  of  the  Civil  Service  Commission,  the  rating  by  the  challenged  person 
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3.  Any  appeal  of  challenge  of  the  conduct  of  the 
qualifications  appraisal  board  based  on  a claim  of  bias,  malfeasance,  or 
misfeasance  of  board  members  must  be  made  in  writing  and  presented  to  the 
Blreeter  DIVISION  MANAGER,  PERSONNEL  of  Recruitment  and  Examinations  or 
his  AUTHORIZED  representative  not  later  than  the  second  business  day  on 
which  the  qualifications  appraisal  interview  was  held.  CHALLENGES  BASED 

ON  BIAS,  MALFEASANCE,  OR  MISFEASANCE  NOT  FILED  IN  THIS  TWO-DAY  PERIOD  CANNOT 
BE  CONSIDERED.  The  6ivil  Serviee  Gemmissien  will  consider  only  challenges 
against  hoard  members  claiming  bias,  malfeasance  or  misfeasance.  Such 
challenges  must  state  the  grounds  upon  which  the  challenge  is  based.  Failure 
to  state  the  specific  grounds  for  the  challenge  shall  nullify  the  challenge. 

All  challenges  properly  filed  under  this  section  shall  be  finally  resolved 
IN  ACCORDANCE  WITH  THE  PROVISIONS  OF  SECTION  5.06  OF  THESE  RULES  before  the 
identification  sheets  of  those  admitted  to  the  oral  examination  are  opened 
and  final  computation  of  the  total  scores  of  the  participants  are  known. 

4.  The  Civil  Service  Commission  in  acting  on  a challenge 
or  appeal  on  the  conduct  of  the  board  shall  consider  only  the  applications, 
records,  questions  and  answers  which  constitute  the  record  of  the  qualifications 
appraisal  interview.  IT  WILL  REVIEW  PROTESTS  ONLY  WHEN  THE  CANDIDATE  PRESENTS 
EVIDENCE  THAT  CLEARLY  SUBSTANTIATES  A CHARGE  OF  BIAS,  MALFEASANCE  OR  MISFEASANCE. 


5.  The  decision  of  the  Civil  Service  Commission  on  this 
subject  will  be  final. 


6.  In  the  absence  of  a challenge  under  this  section  or 
upon  a decision  by  the  Civil  Service  Commission  under  this  section,  later 
challenges  shall  be  precluded. 

C.  Inspection  of  Ratings  in  Qualifications  Appraisal  Interviews 
by  Participants 


1.  After  the  qualifications  appraisal  interviews  for  an 
examination  are  computed,  such  composite  ratings  shall  be  available  for  a 
minimum  period  of  two  working  days  following  the  completion  of  the  computations 
for  all  participants  or  for  some  other  two  day  period  set  by  the  General  Manager, 
Personnel,  provided  that  the  candidates  are  advised  of  the  dates,  during  which 
period  each  participant  may  inspect  his  THEIR  own  ratings,  provided  that  the 
identity  of  the  examiner  giving  any  mark  or  grade  in  an  oral  test  shall  not  be 
disclosed.  A summary  of  the  reasons  for  failing  qualifications  appraisal 
interviews  shall  be  provided  for  inspection  by  the  failing  candidates. 


2.  Any  challenges  shall  be  filed  in  writing  within  the 
inspection  period  and  shall  be  limited  to  a)  claimed  inconsistencies  or  failure  of 
the  qualifications  appraisal  board  to  apply  uniform  standards  with  due  regard 
for  qualitative  judgments  as  te  education  and  experience  of  all  participants, 
b)  any  questions  propounded  by  the  panel  of  examiners  which  occur  during  a 
qualifications  appraisal  interview  which  require  an  answer  in  conflict  with 
any  federal,  state,  or  city  and  county  laws,  rules  or  regulations  which  apply 
to  the  government  of  the  City  and  County  of  San  Francisco  or  the  official 
policies  of  the  City  and  County  of  San  Francisco  and/or  the  San  Francisco 
Civil  Service  Commission  shall  be  grounds  fer  challenge.  Sueh  ALL  challenges 
shall-be-reviewed-by-the-staff-ef-the-Persennel-Bepartment-and-a-written-repert 
made-to-the-6iviI-6erv±ee-€emm±9sion-as-te-whether-the-same-standards-were 
applled-to-all-partieipants  PROPERLY  FILED  UNDER  THIS  SECTION  SHALL  BE  RESOLVED 
IN  ACCORDANCE  WITH  THE  PROVISIONS  OF  SECTION  5.06  OF  THESE  RULES. 


4 


2611-76-Page  8 


shall  not  be  computed  in  the  final  rating  of  the  candidate  and  the  rating 
of  the  candidate  shall  be  that  of  the  unchallenged  members  of  the  examining 
board.  If  more  than  one  half  of  the  board  members  are  successfully  challenged, 
then  the  Civil  Service  Commission  shall  cancel  this  session  and  a new  board 
shall  be  constituted,  unless  more  than  one  panel  of  examiners  has  been  convened 
for  the  examination,  in  which  case,  the  candidate  shall  be  examined  by  an  alternate 
panel  of  equal  number ® 


3.  Any  appeal  or  challenge  of  the  conduct  of  qualifications 
appraisal  boards  based  on  a claim  of  bias,  malfeasance,  or  misfeasance  of  board 
members  must  be  made  in  writing  and  presented  to  the  Director  of  Recruitment  and 
Examinations  or  his  representative  not  later  than  the  second  business  day 
following  the  day  on  which  the  qualifications  appraisal  interview  was  held. 

The  Civil  Service  Commission  will  consider  only  challenges  against  board 
members  claiming  bias,  malfeasance,  or  misfeasance.  Such  challenges  must 
state  the  grounds  upon  which  the  challenge  is  based.  Failure  to  state  the 
specific  grounds  for  the  challenge  shall  nullify  the  challenge.  All  challenges 
properly  filed  under  this  section  shall  be  finally  resolved  by  the  Civil  Service 
Commission  before  the  identification  sheets  of  those  admitted  to  the  oral 
examination  are  opened  and  final  computation  of  the  total  scores  of  the 
participants  are  known. 


4-  The  Civil  Service  Commission  in  acting  on  a challenge 
or  appeal  on  the  conduct  of  the  Board  shall  consider  only  the  applications, 
records,  questions  and  answers  which  constitute  the  record  of  the  qualifications 
appraisal  interview. 

5.  The  decision  of  the  Civil  Service  Commission  on  this  subject 

will  be  final. 


6.  In  the  absence  of  a challenge  under  this  section  or  upon 
a decision  by  the  Civil  Service  Commission  under  this  section  later  challenges 
shall  be  precluded. 


C.  False  Statements  by  Applicants  in  Application  or  Qualifications 
Appraisal  Interview 

Significant  false  statements,  whether  intentional  or  unintentional, 
made  or  permitted  by  any  applicant  in  his  application  or  in  his  qualifications 
appraisal  interview  shall  be  good  cause  for  the  exclusion  by  the  Commission  of 
such  person  from  any  examination,  the  removal  of  his  name  from  the  register  of 
eligibles  and  may  be  good  cause  for  his  removal  or  discharge  from  public  service. 

D.  Inspection  of  Ratings  in  Qualifications  Appraisal  Interviews 
by  Participants 

1.  After  the  qualifications  appraisal  interviews  for  an 
examination  are  computed,  such  composite  ratings  shall  be  available  for  a minimum 
period  of  two  working  days  following  the  completion  of  the  computations  for  all 
participants  or  for  some  other  two  day  period  set  by  the  General  Manager,  Personnel, 
provided  that  the  candidates  are  advised  of  the  dates,  during  which  period  each 
^ participant  may  inspect  his  own  ratings,  provided  that  the  identity  of  the 

examiner  giving  any  mark  or  grade  in  an  oral  test  shall  not  be  disclosed.  A summary 
of  the  reasons  for  failing  qualifications  appraisal  interviews  shall  be  provided  for 
inspection  by  the  failing  candidates. 
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The  Civil  Service  Conunission  shall  review  the  NOT  CONSIDER  challenges  end  the 
report  thereon  and  shall  determine  the  final  rating  to  he  aaeigned  t©  the 
proteatant  provided  that  MERELY  BECAUSE  A CANDIDATE  BELIEVES  SHE/HE  IS  ENTITLED 
TO  A HIGHER  SCORE.  THE  COMMISSION  WILL  NOT  SUBSTITUTE  ITS  JUDGMENT  FOR  THE 
JUDGMENT  OF  THE  QUALIFICATIONS  APPRAISAL "INTERVIEWERS . Ratings  by  a qualifi- 
cations  appraisal  board  of  less  than  THE  70%  MINIMUM  PASSING  SCORE  shall  not 
be  raised  to  more  than  THE  MINIMUM  PASSING  SCORE.  70%  unless  it  is  determined 
that  misf easanee  or  malf easanee  has  eaused  the  rejection  of  the  candidate. 

3.  No  evidence  or  documents  supportive  of  qualifications 
shall  be  presented  to  the  Civil  Service  Commission  which  was  not  presented  to 
the  qualifications  appraisal  board  unless  the  candidate  was  denied  the 
opportunity  to  do  so. 

Section  9.16  CD)  4.  - (language  from  old  Civil  Service  Rules) 

4.  The  decision  of  the  Civil  Service  Commission  on  this 
subject  will  be  final. 


5.  In  the  absence  of  a challenge  under  this  section  or 
upon  a decision  by  the  Civil  Service  Commission  under  this  section,  later 
challenges  shall  be  precluded. 

Section  9.17.  APPOINTMENT  OF  EXAMINING  PHYSICIANS 

Examining  physicians  and  physician  specialists  shall  be  appointed  by 
the  General  Manager,  Personnel,  subject  to  approval  by  the  Commission.  Such 
appointments  shall  be  for  a term  of  one  (1)  year  commending  COMMENCING  July  1. 
Nothing  herein  shall  prohibit  the  renewal  of  such  appointment,  as  provided 
afeeve,  from  year  to  year  ©r  from  THE  filling  any  OF  vacancies  which  may  occur 
during  a term. 

The  qualifications  of  examining  physicians  and  physician  specialists 
shall  be  subject  to  review  by  the  General  Manager,  Personnel  and  the  Commission 
prior  to  their  appointment  or  reappointment. 

Emergency  appointment  of  a physician  or  physician  specialist  may  be 
made  by  the  General  Manager,  Personnel,  for  a period  not  to  exceed  seven  (7) 
days . 

Section  9.18.  MEDICAL  EXAMINATIONS 

An  eligible  shall,  before  certification  fer  permanent  appointment,  be 
required  t©  pass  a medieal  examination  before  a physieian  designated  fer  sueh 
purpose  by  the  Commission.  Eligible©  for  positions  other  than  these  in  the 
uniformed  foree  of  the  Fire  and  Peliee  Departments,  who  have  passed  sueh  medieal 
examination,  need  not  be  sub jeet  to  further  medieal  examination  for  a period  of 
six  46)-  months  if  within  that  time  they  are  reaehed  for  other  positions  where  the 
medieal  standards  are  net  higher. 

Eligible©  who  fail  to  pass  the  medieal  examination  shall  be  rejeeted 
and  sueh  rejection  shall  apply  to  any  other  eligible  list  upon  whieh  sueh 
eligible  may  have  standing,  unless  the  medieal  standards  pertaining  t©  the 
lists  in  question  vary,  unless  otherwise  ©rdered  by  the  General  Manager,  Personnel. 
Eligible©  for  permanent  appointment  who  have  been  rejeeted  in  the  medieal 
examination  shall  also  be  rejeeted  for  temporary  appointment  unless  otherwise 
ordered  by  the  General  Manager,  Personnel.  The  name  of  an  eligible  who  is  found 
to  have  a disqualifying  medieal  defeet  that  is  net  eerreetable  may  be  removed 
from  the  eligible  list. 
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Section  9.18.  MEDICAL  EXAMINATIONS 

AN  APPOINTEE  TO  A POSITION  SHALL  BE  REQUIRED  TO  MEET  ACCEPTABLE 
MEDICAL  STANDARDS  WHICH  MAY  INCLUDE  PASSING  A MEDICAL  EXAMINATION  BEFORE  A 
PHYSICIAN  DESIGNATED  FOR  SUCH  PURPOSE  BY  THE  COMMISSION.  APPOINTEES  TO 
POSITIONS  OTHER  THAN  THOSE  IN  THE  UNIFORMED  FORCE  OF  THE  FIRE  AND  POLICE 
DEPARTMENTS,  WHO  HAVE  PASSED  A MEDICAL  EXAMINATION,  NEED  NOT  BE  SUBJECT  TO 
FURTHER  MEDICAL  EXAMINATION  FOR  A PERIOD  OF  SIX  (6)  MONTHS  IF  WITHIN  THAT 
TIME  THEY  ARE  APPOINTED  TO  ANOTHER  POSITION  WHERE  THE  MEDICAL  STANDARDS  ARE 
THE  SAME. 


APPOINTEES  WHO  FAIL  TO  PASS  THE  MEDICAL  EXAMINATION  SHALL  BE 
REJECTED  AND  THE  REJECTION  SHALL  APPLY  TO  ANY  OTHER  POSITION  UNLESS  THE 
MEDICAL  STANDARDS  PERTAINING  TO  THE  POSITION  IN  QUESTION  ARE  DIFFERENT  OR 
UNLESS  OTHERWISE  ORDERED  BY  THE  GENERAL  MANAGER.  PERSONNEL.  ANY  APPOINTEE 
WHO  HAS  BEEN  MEDICALLY  REJECTED  MAY  PRESENT  IN  WRITING  MEDICAL  EVIDENCE  THAT 
THE  CONDITION  LEADING  TO  REJECTION  HAS  BEEN  CORRECTED,  NO  LONGER  EXISTS,  OR 
DID  NOT  IN  FACT  EXIST,  AND  MAY  APPLY  TO  THE  GENERAL  MANAGER,  PERSONNEL,  FOR 
MEDICAL  RE-EXAMINATION. 


THE  GENERAL  MANAGER,  PERSONNEL,  UPON  THE  ADVICE  OF  THE  MEDICAL 
EXAMINERS,  IS  AUTHORIZED  TO  APPOINT  PERSONS  WITH  MEDICALLY  DISQUALIFYING 
CONDITIONS  THAT  ARE  SUBJECT  TO  CORRECTION  WITHIN  A REASONABLE  TIME  PERIOD, 
AND  ORDER  THAT  THE  EMPLOYMENT  OF  SUCH  PERSONS  BE  SUBJECT  TO  PASSING  ALL 
MEDICAL  REQUIREMENTS  WITHIN  FIVE  (5)  MONTHS  OF  THE  DATE  OF  THE  FIRST  MEDICAL 
OR  LESS  TIME,  IF  CONDITIONS  WARRANT.  REQUESTS  FOR  APPEAL  OF  A RULING  BY  THE 
GENERAL  MANAGER,  PERSONNEL,  WILL  BE  HEARD  BY  THE  COMMISSION  ONLY  IF  FILED  IN 
WRITING  BY  NOON  OF  THE  FOURTH  (4)  CALENDAR  DAY  FOLLOWING  THE  MAILING  DATE  OF 
THE  NOTIFICATION  TO  THE  APPOINTEE. 


Section  9.19.  MEDICAL  EXAMINATIONS  - TEMPORARY  APPOINTMENTS 


Appointees  te  temporary  positions  wheae  duration  exeeeds  a peeled 
a#  three  months  9hall  be  requited  be  pa99  a medieal  examination  9ubjeet 
te  the  eenditiena  9eb  forth  above. 


The  General  Manager,  Personnel,  may  alee  require  that  any  eligible 
for  temporary  or  9ea9enal  appeintment9  ahall,  before  certification  for  employ- 
ment, paoa  a medieal  examination  or  present  a doctor-^  eertifieate  9hewing 
that  they  are  phyaieally  qualified. 

An  eligible  who  inexcusably  fails  to  complete  a required  medieal 
examination,  or  fails  to  follow  established  procedures  in  reporting  for 
medieal  examinations,  will  be  plaeed  under  waiver  on  all  eligibility  lists. 
Sueh  waivers,  if  they  are  first  waivers  of  appointment,  shall  not  be  removed 
exeept  with  the  special  permission  of  the  General  Manager,  Personnel.  Waivers 
whieh  constitute  a 9eeond  waiver  of  permanent  appointment  shall  eause  the 
removal  of  the  name  from  the  eligible  list  in  aeeordanee  with  the  previsions 
of  Rule  14,  Seetiens  14-03  and  14t04. 

An  eligible,  after  having  been  medieally  rejeeted,  may  present  in 
writing  medieal  evidence  that  the  condition  leading  te  rejection  has  been 
eorreeted,  no  longer  exists,  or  did  net  in  faet  exist  and  may  apply  to  the 
General  Manager,  Personnel,  for  medieal  re-examination,  as  appropriate. 
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2.  Any  challenges  shall  be  filed  in  writing  within  the 
inspection  period  and  shall  be  limited  to  a)  claimed  inconsistencies  or  failure 
of  the  qualifications  appraisal  board  to  apply  uniform  standards  with  due 
regard  for  qualitative  judgments  as  to  education  and  experience  of  all 
participants,  b)  any  questions  propounded  by  the  panel  of  examiners  which 
occur  during  a qualifications  appraisal  interview  which  require  an  answer 
in  conflict  with  any  federal,  state,  or  city  and  county  laws,  rules,  or 
regulations  which  apply  to  the  government  of  the  City  and  County  of  San 
Francisco  or  the  official  policies  of  the  City  and  County  of  San  Francisco 
and/or  the  San  Francisco  Civil  Service  Commission  shall  be  grounds  for 
challenge.  Such  challenges  shall  be  reviewed  by  the  staff  of  the  Personnel 
Department  and  a written  report  made  to  the  Civil  Service  Commission  as  to 
whether  the  same  standards  were  applied  to  all  participants.  The  Civil 
Service  Commission  shall  review  the  challenges  and  the  report  thereon  and 
shall  determine  the  final  rating  to  be  assigned  the  protestant,  provided 
that  ratings  by  a qualifications  appraisal  board  of  less  than  70%  shall 
not  be  raised  to  more  than  70%  unless  it  is  determined  that  misfeasance  or 
malfeasance  has  caused  the  rejection  of  the  candidate. 

Section  9.16  APPOINTMENT  OF  EXAMINING  PHYSICIANS 

Examining  physicians  and  physician  specialists  shall  be 
appointed  by  the  General  Manager,  Personnel,  subject  to  approval  by  the 
Commission.  Such  appointments  shall  be  for  a term  of  one  (l)  year 
commending  July  1.  Nothing  herein  shall  prohibit  the  renewal  of  such 
appointment,  as  provided  above,  from  year  to  year  or  from  filling  any 
vacancies  which  may  occur  during  a term. 

The  qualifications  of  examining  physicians  and  physician 
specialists  shall  be  subject  to  review  by  the  General  Manager,  Personnel 
and  the  Commission  prior  to  their  appointment  or  reappointment. 

Emergency  appointment  of  a physician  or  physician  specialist 
may  be  made  by  the  General  Manager,  Personnel,  for  a period  not  to  exceed 
seven  (7)  days. 

Section  9.17  MEDICAL  EXAMINATIONS 

An  eligible  shall,  before  certification  for  permanent 
appointment,  be  required  to  pass  a medical  examination  before  a physician 
designated  for  such  purpose  by  the  Commission.  Eligibles  for  positions 
other  than  those  in  the  uniformed  force  of  the  Fire  and  Police  Departments, 
who  have  passed  such  medical  examination,  need  not  be  subject  to  further 
medical  examination  for  a period  of  six  (6)  months  if  within  that  time  they 
are  reached  for  other  positions  where  the  medical  standards  are  not  higher. 

Eligibles  who  fail  to  pass  the  medical  examination  shall  be 
rejected  and  such  rejection  shall  apply  to  any  other  eligible  list  upon  which 
such  eligible  may  have  standing,  unless  the  medical  standards  pertaining  to  the 
lists  in  question  vary,  unless  otherwise  ordered "by  the  General  Manager, 
Personnel.  Eligibles  for  permanent  appointment  who  have  been  rejected  in  the 
medical  examination  shall  also  be  rejected  for  temporary  appointment  unless 
otherwise  ordered  by  the  General  Manager,'  Personnel.  The  name  of  an  eligible 
who  is  found  to  have  a disqualifying  medical  defect  that  is  not  correctable 
may  be  removed  from  the  eligible  list. 


« 


« 
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Section  9.19.  MEDICAL  EXAMINATIONS  - ELIGIBLES 

ELIGIBLES  FOR  PERMANENT  APPOINTMENT  WHO  HAVE  BEEN  REJECTED  IN  THE  I 

MEDICAL  EXAMINATION  SHALL  ALSO  BE  REJECTED  FOR  TEMPORARY  APPOINTMENT  UNLESS 
OTHERWISE  ORDERED  BY  THE  GENERAL  MANAGER,  PERSONNEL.  THE  NAME  OF  AN  ELIGIBLE 
WHO  IS  FOUND  TO  HAVE  A DISQUALIFYING  MEDICAL  DEFECT  THAT  IS  NOT  CORRECTABLE 
MAY  BE  REMOVED  FROM  THE  ELIGIBLE  LIST~ 


AN  ELIGIBLE  WHO  INEXCUSABLY  FAILS  TO  COMPLETE  A REQUIRED  MEDICAL 
EXAMINATION  OR  FAILS  TO  FOLLOW  ESTABLISHED  PROCEDURES  IN  REPORTING  FOR  MEDICAL 
EXAMINATIONS,  WILL  BE  PLACED  UNDER  WAIVER  ON  ALL  ELIGIBILITY  LISTS.  IF  THE 
WAIVER  IS  A FIRST  WAIVER  OF  APPOINTMENT,  IT  SHALL  NOT  BE  REMOVED  EXCEPT  WITH 
THE  SPECIAL  PERMISSION  OF  THE  GENERAL  MANAGER,  PERSONNEL.  A SECOND  WAIVER 
OF  PERMANENT  APPOINTMENT  SHALL  REMOVE  THE  NAME  FROM  THE  ELIGIBLE  LIST  IN 
ACCORDANCE  WITH  THE  PROVISIONS  OF  RULE  14,  SECTIONS  14.03  AND  14.04. 


I 


# 
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The  General  Manager,  Personnel,  upon  the  advice  of  the  medical 
examiners,  is  authorized  to  certify  eligible s with  medically  disqualifying 
conditions  that  are  subject  to  correction  within  a reasonable  time  period, 
and  order  that  the  employment  of  such  persons  be  subject  to  passing  all 
medical  requirements  within  five  (5)  months  of  the  date  of  certification,  or 
lesser  time,  if  conditions  warrant.  Requests  for  reconsideration  of  a ruling 
by  the  General  Manager,  Personnel  under  this  subject  will  be  heard  by  the 
Commission  only  if  filed  in  writing  by  noon  of  the  sixth  (6th)  calendar  day 
following  the  mailing  date  of  the  notification  to  the  eligible. 

Section  9.18  MEDICAL  EXAMINATIONS  - TEMPORARY  APPOINTMENTS 

Appointees  to  temporary  positions  whose  duration  exceeds  a 
period  of  three  (3)  months  shall  be  required  to  pass  a medical  examination 
subject  to  the  conditions  set  forth  above. 

The  General  Manager,  Personnel,  may  also  require  that  any 
eligible  for  temporary  or  seasonal  appointments  shall,  before  certification 
for  employment,  pass  a medical  examination  or  present  a doctor's  certificate 
showing  that  they  are  physically  qualified. 

An  eligible  who  inexcusably  fails  to  complete  a required 
medical  examination,  or  fails  to  follow  established  procedures  in  reporting 
for  medical  examinations,  will  be  placed  under  waiver  on  all  eligibility 
lists.  Such  waivers,  if  they  are  first  waivers  of  appointment,  shall  not  be 
removed  except  with  the  special  permission  of  the  General  Manager,  Personnel. 
Waivers  which  constitute  a second  waiver  of  permanent  appointment  shall  cause 
the  removal  of  the  name  from  the  eligible  list  in  accordance  with  the  provisions 
of  Rule  14,  Sections  14.03  and  14.04. 

An  eligible, after  having  been  edically  rejected,  may  present 
in  writing  medical  evidence  that  the  condition  leading  to  rejection  has  been 
corrected,  no  longer  exists,  or  did  not  in  fact  exist  and  may  apply  to  the 
General  Manager,  Personnel,  for  medical  reexamination,  as  appropriate. 

Section  9.19  POLICE  AND  FIRE  PROMOTIONAL  EXAMINATIONS  - ACTS  OF  MERIT 

AND  DEMERIT 

a)  When  an  individual  is  a participant  in  two  or  more 
concurrent  examinations,  acts  of  merit  and  demerit  shall  be  applied  to  both 
such  examinations. 

b)  Acts  of  demerit  shall  be  deemed  expunged  after  ten  (10) 
years  of  exemplary  service  dating  from  the  beginning  date  of  examination. 


. 


RULE  10  - ELIGIBLE  LISTS 
(Adopted  Jan  3,  1977;  Effective  Jan.  5,  1977) 


10.01  ESTABLISHMENT  OF  ELIGIBLE  LISTS 

Qualified  participants  successfully  passing  all  phases  of  the 
examination  process  shall  be  ranked  on  an  "Eligible  List"  in  the  order 
of  their  total  score. 

10.02  PRIORITY  OF  ELIGIBLE  LISTS 

Should  more  than  one  eligible  list  exist  for  a specific  classification, 
the  priority  of  eligible  lists  is  as  follows:  Promotional  lists  have 

priority  over  entrance  lists  regardless  of  adoption  dates;  earlier  lists 
have  priority  over  later  lists. 

10.03  MAINTENANCE  OF  ELIGIBILITY 

Except  as  otherwise  provided  in  these  Rules,  eligibles  who  fail  to 
possess  and  maintain  the  qualifications  required  by  law  and  by  the  terms 
of  the  examination  announcement  under  which  they  participated  will  forfeit 
their  eligibility. 

10.04  CONTINUANCE  OF  ELIGIBILITY 

In  the  absence  of  Civil  Service  Commission  action  to  the  contrary, 
and  with  the  exception  of  the  Police  and  Fire  uniformed  forces,  an  employee 
who  completes  a probationary  period  in  one  class  shall  be  retained  on  all 
other  lists  on  which  the  employee  has  standing. 

10.05  OFFICIAL  ADOPTION  DATE 

a)  Pending  the  official  adoption  of  an  eligible  list,  a tentative 
eligible  list  shall  be  posted.  Any  protests  must  be  filed  in  the  Office 

of  the  Civil  Service  Commission  during  the  posting  period.  After  the  posting 
period  and  in  the  absence  of  protests  on  ratings,  tentative  eligible  lists 
shall  automatically  become  official  as  posted.  In  all  other  cases  the 
eligible  list  shall  be  effective  on  the  date  of  official  adoption  of  such 
list  by  the  Commission  in  accordance  with  Section  8.323  of  the  Charter. 

b)  Changes  in  an  eligible  list  because  of  clerical  errors  or 
re-ratings  shall  not  change  the  date  of  adoption  of  the  eligible  list. 

c)  While  the  tentative  eligible  list  is  posted  any  person  may  inspect 
the  papers  of  any  eligible  in  accordance  with  the  provisions  of  Section  8.323 
of  the  Charter.  Eligibles  may  inspect  their  own  papers  without  charge. 

10.06  DURATION  OF  ELIGIBLE  LISTS 

a)  As  provided  in  Rule  9,  Section  9.02,  examination  announcements 
shall  state  the  duration  of  the  eligible  list.  If  the  expiration  date  falls 
on  a Saturday,  Sunday,  or  legal  holiday,  the  removal  of  all  names  shall  be 
effective  at  the  close  of  business  on  the  following  business  day. 
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b)  Prior  to  abolishing  any  list  pursuant  to  Charter  Section  8.330, 
one  Cl)  month  notice  shall  be  given  remaining  eligibles  and  the  recog- 
nized employee  organization  representing  the  classification  affected, 
and  eligibles  so  notified  shall  be  given  a final  opportunity  to  accept 
appointment  to  positions  available. 


RULE  11  - CERTIFICATION 
(Adopted  Jan.  3,  1977;  Effective  Jan.  5,  1977) 


I 11.01  REQUISITIONS 

a)  REQUIREMENT  FOR  REQUISITIONS. 

Whenever  a position  is  to  be  filled,  excepting  those  positions 
specifically  excluded  by  law  from  civil  service  examination,  the  appointing 
officer  shall  issue  a requisition  on  the  prescribed  form.  Fully  approved 
requisitions  shall  immediately  be  time  stamped  in  the  order  of  receipt  in 
the  Personnel  Department. 

b)  SEPARATE  OR  GROUP  REQUISITIONS. 

A separate  requisition  shall  be  made  for  each  permanent  position 
to  be  filled.  Group  requisitions  may  only  be  made  for  temporary  positions. 

c)  CANCELLATION  OF  REQUISITIONS. 

Upon  written  request  by  the  appointing  officer,  indicating  good  cause, 
cancellation  of  requisition  may  be  allowed  by  the  General  Manager,  Personnel. 

d)  PRIORITY  OF  REQUISITIONS. 

Except  as  otherwise  provided  in  these  Rules,  certification  shall  be 
made  in  accordance  with  priority  of  approval  of  the  requisition  in  the 
^ Personnel  Department,  or  the  date  to  report  to  duty,  whichever  is  later. 

e)  TENURE  OF  TEMPORARY  APPOINTMENTS. 

Temporary  employments  may  be  requisitioned  for  a period  not  to 
exceed  twelve  (12)  months. 

Original  requisitions  for  less  than  twelve  months  may  be  extended 
from  the  date  of  appointment  but  not  to  exceed  the  maximum  allowable 
requisition  time.  Upon  completion  of  the  allowable  maximum  time,  the 
temporary  appointment (s)  may  be  extended  when  funds  are  available  and  when 
the  employee  continues  to  have  standing  on  an  eligible  list  for  that 
classification. 


Beginning  on  the  effective  date  of  this  rule,  the  Civil  Service 
Commission  shall  keep  records  of  the  number  of  temporary  employments 
extended  as  provided  in  this  rule.  On  July  30,  1977  and  each  July  30 
thereafter,  a list  of  the  past  fiscal  year  shall  be  made  available  for 
public  inspection. 

f)  FLEXIBLE  STAFFING  REQUISITIONS 

A requisition  for  a permanent  vacancy  filled  by  an  appointee  in 
accordance  with  the  flexible  staffing  authority  of  the  Salary  Ordinance 
shall  also  be  valid  for  subsequent  certification  for  appointment  of  the 
same  eligible,  when  qualified,  to  the  classification  designated  on  the 
requisition. 
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11.02  CERTIFICATION  OF  ELIGIBLES 


a)  Rule  of  One 

1)  The  name  of  the  highest  available  eligible  shall  be  certified 
to  the  appointing  officer  for  each  position  to  be  filled  from  eligible 
lists  officially  adopted  prior  to  December  6,  1976. 

2)  If  two  or  more  approved  requisitions  are  on  file,  the  General 
Manager,  Personnel  may  permit  eligibles  in  line  for  appointment  and  in 
accordance  with  their  standing  on  the  list  to  select  from  among  the  avail- 
able requisitions  the  positions  to  which  they  desire  appointment. 

3)  In  cases  where  eligibles  on  lists  who  would  be  reached  for 
appointment  on  requisitions  are  at  that  time  employed  in  the  city  service, 
the  General  Manager,  Personnel  may  consult  with  appointing  officers  and 
employees  involved,  and  if  it  is  in  the  best  interests  of  the  service,  may 
offer  out  said  positions  so  as  to  make  it  possible  for  the  continued  employ- 
ment of  such  eligibles  in  their  current  departments. 

b)  Rule  of  Three 

1)  For  lists  adopted  on  or  after  December  6,  1976,  the  Commission 
shall  certify  to  the  appointing  officer  the  names  of  the  first  three 
eligibles  on  such  lists  who  are  available  for  appointment. 

2)  Except  as  otherwise  provided,  when  there  are  two  or  more  approved 
requisitions  on  file  for  the  same  class,  the  number  of  names  certified  shall 
be  equal  to  the  number  of  positions  to  be  filled  plus  two. 

c)  Supplementary  Certification 

If  any  eligible  waives  appointment  or  fails  to  respond  within  the 
time  limits  provided  in  these  Rules  the  appointing  officer  may  request 
supplementary  certification(s) . 

11.03  RESPONSE  PERIOD 

a)  Notice  of  Inquiry 

Eligibles  are  required  to  respond  in  writing  to  the  Civil  Service 
Commission  within  five  (5)  business  days  of  the  date  of  such  notice.  The 
General  Manager,  Personnel  may  authorize  that  eligibles  be  polled  by  tele- 
phone; provided,  however,  that  eligibles  who  cannot  be  reached  by  tele- 
phone will  not  be  penalized  or  adversely  affected  in  any  way. 

b)  Notice  of  Certification 

Eligibles  are  required  to  respond  to  the  appointing  officer  or 
designated  representative  within  five  (5)  business  days  after  the  date 
of  such  notice.  Eligibles  are  required  to  notify  the  Civil  Service 
Commission  as  to  their  certification  status  within  seven  (7)  business 
days  after  the  date  of  the  notice  of  certification. 
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c)  Extensions 


Response  period  time  limits  may  be  extended  by  the  General  Manager, 
Personnel. 

11.04  EFFECT  OF  FAILURE  TO  RESPOND 

An  eligible  who  fails  to  respond  within  the  time  limits  provided 
will  be  placed  under  General  Waiver  on  the  eligible  list  until  such  time 
as  the  waiver  is  withdrawn  in  accordance  with  these  Rules. 

11.05  WAIVERS 

a)  General  Waivers 

An  eligible  may  be  placed  on  an  inactive  status  under  General  Waiver 
of  certification  on  an  eligible  list  as  follows: 

1)  At  the  eligible's  written  request.  Such  waivers  will  be 
effective  on  the  next  business  day. 

2)  For  failure  to  respond  to  a Notice  of  Certification  or  Inquiry 
within  the  prescribed  time  limits. 

3)  Failure  to  notify  the  Civil  Service  Commission  as  to  their 
status  within  seven  (7)  days  following  certification. 

4)  For  reasons  prescribed  elsewhere  in  these  rules. 

An  eligible  under  general  waiver  will  not  be  certified  to  any  position 
on  the  eligible  list  until  the  eligible  notifies  the  Civil  Service  Commission 
to  withdraw  such  waiver  in  writing  as  prescribed  in  these  Rules.  General 
waivers  imposed  by  the  Civil  Service  Commission  or  General  Manager,  Personnel 
may  not  be  removed  unless  ordered  by  the  Civil  Service  Commission  or  General 
Manager,  Personnel. 

b)  Conditional  Waivers 

Except  as  provided  by  the  examination  announcement,  waiver  of  certifi- 
cation to  positions  with  unusual  employment  circumstances  or  special 
conditions  of  employment  may  be  imposed  by  the  eligible  to  be  effective 
the  next  business  day,  by  action  of  the  Civil  Service  Commission,  or  by  the 
General  Manager,  Personnel.  Conditional  waivers  on  an  eligible  list 
imposed  by  the  eligible  shall  remain  in  force  until  withdrawn  in  accordance 
with  these  Rules. 

c)  Effects  of  Waivers 

1)  A general  or  conditional  waiver  of  certification  by  an 
eligible  having  standing  on  more  than  one  list  in  the  same  classification 
shall  apply  to  any  existing  list  for  the  same  classification. 

2)  Waiver  of  certification  to  a part-time  or  temporary  position 
will  not  adversely  affect  the  eligible's  right  to  be  certified  to  a full-time 
or  permanent  position. 


3)  An  eligible  who  waives  certification  to  a position  covered  by 
conditional  waivers  shall  not  be  certified  to  a position  requiring  those 
conditions  from  that  list  until  such  waiver  is  removed  in  accordance  with 
the  provisions  of  these  Rules. 

d)  Withdrawal  of  Waivers 

1)  Withdrawal  of  general  or  conditional  waivers  imposed  by  the 
eligible  must  be  filed  in  writing  with  the  Civil  Service  Commission. 

2)  Such  requests  must  be  received  in  Civil  Service  Commission 
offices  before  the  close  of  business  on  the  third  Friday  of  the  month  to 
be  effective  the  first  business  day  of  the  following  month.  In  the  event 
the  third  Friday  is  a legal  holiday  such  requests  must  be  received  by  the 
close  of  business  on  the  next  business  day. 

3)  Withdrawal  of  waivers  which  have  been  imposed  by  the  Civil 
Service  Commission  or  the  General  Manager,  Personnel  may  be  authorized  at 
any  time  and  become  effective  the  first  business  day  of  the  following 
month  unless  specifically  ordered  otherwise. 

4)  Withdrawal  of  waivers  shall  not  interfere  with  nor  affect  the 
rights  of  eligibles  next  in  line  for  certification  to  whom  notices  of 
certification  have  already  been  mailed  and  who  have  or  may  be  appointed  in 
response  to  such  notices. 

5)  Immediate  withdrawal  of  waiver  may  be  authorized  by  the  General 
Manager,  Personnel  if  it  is  determined  that  such  immediate  withdrawal  of 
waiver  is  in  the  best  interests  of  the  Service. 

11.06  CHANGE  OF  ADDRESS 

In  all  cases  of  change  of  address,  the  Personnel  Department  must 
be  notified  in  writing  separately  for  each  class  involved.  Notice  of 
change  of  address  to  the  post  office  and/or  the  employee's  current  depart- 
ment only  will  not  be  a reasonable  excuse  for  special  consideration  in  case 
of  failure  to  respond  to  any  notice  within  time  limits. 


RULE  12  - APPOINTMENT  AND  VALIDATION 
(Adopted  Jan.  3,  1977;  Effective  Jan.  5,  1977) 

12.01  ORDER  OF  APPOINTMENT 

When  it  is  within  the  authority  of  the  appointing  officer,  appointments 
may  be  made  by  any  of  the  following  methods:  1)  transfer,  2)  from 

requests  for  reinstatement,  3)  by  reappointment  following  resignation,  4)  or 
by  certification  by  the  Civil  Service  Commission  of  eligibles  from  a list. 
Exercise  of  one  option  will  preclude  the  use  of  any  other  method  of  appointment. 

12.02  REPORT  OF  APPOINTMENT 

All  appointments  shall  be  reported  by  the  appointing  officer  to  the 
Civil  Service  Commission  on  the  prescribed  form  prior  to  the  appointee's 
starting  date  of  employment. 

12.03  VALIDATION  OF  APPOINTMENT 

No  appointee  may  begin  working  except  with  permission  of  the  General 
Manager,  Personnel  until  the  appointing  officer  has  received  official  notice 
of  validation  of  appointment  from  the  Civil  Service  Commission. 

12.04  FINALITY  OF  APPOINTING  OFFICER 

Except  as  otherwise  provided  in  these  Rules,  ordinances,  or  the  Charter, 
the  decision  of  the  appointing  officer  in  all  matters  regarding  appointment 
shall  be  final. 


RULE  13  - REINSTATEMENT  AND  REAPPOINTMENT 
(Adopted  Jan.  3,  1977;  Effective  Jan.  5,  1977) 


13.01  REINSTATEMENT 

A permanent  employee  who  accepts  permanent  appointment  to  a position 
in  another  class  shall  be  permanently  separated  from  the  first  position,  with 
the  following  exception: 

The  employee  may  be  reinstated  to  a vacant  position  in  the  first 
class  upon  the  employee’s  written  request  on  the  prescribed  form  and  with 
the  approval  of  the  appointing  officers  in  both  the  present  department  and 
the  department  from  which  advanced  or  the  department  to  which  reinstatement 
is  requested.  A copy  of  the  approved  form  must  be  filed  with  the  Civil 
Service  Commission. 

a)  Reinstatement  to  the  former  position  and  department  shall  be  with 
former  seniority  standing. 

b)  Reinstatement  to  the  former  class  in  another  department  shall 
require  a new  departmental  seniority  date  from  the  date  of  such  reinstatement 
and  shall  require  a new  probationary  period. 

13.02  REINSTATEMENT  FOLLOWING  TRANSFER 

An  appointment  by  transfer  shall  cancel  all  rights  to  the  position 
from  which  transferred  except  that  prior  to  the  completion  of  the  probationary 
period,  a transferee  may  request  reinstatement  to  a vacancy  in  a position 
in  the  same  class  and  department  from  which  transferred  in  accordance  with 
the  procedures  established  in  Section  13.01. 

13.03  REAPPOINTMENT  AFTER  RESIGNATION  - ENTRANCE  AND  PROMOTIVE  CLASSES 

A permanent  appointee  who  resigns  and  whose  services  have  been 
certified  as  satisfactory  by  the  appointing  officer,  shall  be  permanently 
separated  from  such  appointment  except  as  follows: 

Upon  request,  on  the  prescribed  form  within  a one  (1)  year  period 
after  the  effective  date  of  the  resignation,  the  resignee  with  the  approval 
of  the  appointing  officer  may  be  appointed  ahead  of  eligibles  to  a vacancy 
in  a permanent  position  in  the  class  from  which  resigned.  An  approved 
copy  of  the  reappointment  form  must  be  filed  with  the  Civil  Service  Commission. 
The  right  for  appointment  under  this  provision  will  remain  in  effect  for 
two  (2)  years  after  the  effective  date  of  the  resignation.  Such  appointment 
shall  be  subject  to  the  following: 

a)  No  resignee  may  be  reappointed  ahead  of  any  available  eligible  who 
has  higher  rank  on  the  same  eligible  list  for  those  lists  governed  by  the 
Rule  of  One.  For  those  lists  governed  by  the  Rule  of  Three,  no  resignee 
may  be  appointed  who  is  not  among  the  next  three  available  eligibles  on  the 
same  eligible  list. 

b)  Appointments  by  reinstatement  or  reappointment  are  subject  to  the 
provisions  of  Rule  12. 


c)  If  a vacancy  does  not  exist  in  the  classification  from  which 
resigned  from  city  service,  a resignee  from  a promotive  classification  may 
re-enter  the  service  to  a vacancy  in  his  former  next  lower  rank  classifica- 
tion in  any  department  with  the  approval  of  the  appointing  officer. 

Acceptance  of  this  option  by  the  appointee  cancel  any  rights  the  resignee 
may  have  in  the  previous  class  and  future  eligibility  in  such  promotive 
class  must  be  regained  by  examination. 

d)  That  when  re-appointed,  the  resignee  shall  enter  the  service  as  a 
new  appointee  with  no  rights  based  on  prior  service  except  such  as  may  be 
specifically  provided  in  the  Vacation,  Sick  Leave  and  Salary  Standardization 
Ordinances,  and  in  the  examination  procedures  with  respect  to  credit  for 
prior  City  and  County  service. 

13.04  PRIORITY  OF  REQUESTS  FOR  REINSTATEMENT  AND  REAPPOINTMENT 

Requests  for  reinstatement  or  reappointment  which  have  been  officially 
recorded  in  the  office  of  the  Civil  Service  Commission  prior  to  the  effective 
date  of  this  Rule  (Jan.  5,  1977)  will  be  governed  by  the  provisions  of 
Civil  Service  Commission  Rules  adopted  July  1,  1972  and  will  have  priority 
over  all  subsequent  requests.  All  requests  for  reinstatement  and  reappoint- 
ment received  after  the  effective  date  of  this  Rule  are  governed  by  the 
provisions  of  this  Rule. 

13.05  CANCELLATION  OF  REQUESTS  FOR  REINSTATEMENT  AND  REAPPOINTMENT 

Appointment  by  reinstatement  or  reappointment  will  cancel  all  other 
requests  for  reinstatement  or  reappointment  which  have  been  filed. 
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RULE  14  - PART-TIME  EMPLOYMENT 
CAdopted  Jan.  3,  1977;  Effective  Jan.  5,  1977) 


14.01  PART-TIME  EMPLOYMENT 

a)  Any  part-time  position  may  be  declared  by  the  General  Manager, 
Personnel  to  be  under  conditional  waiver  and  eligibles  may  then  waive 
certification  without  penalty  for  appointment  to  a full-time  position.  An 
eligible  who  accepts  such  appointment  shall  retain  eligibility  for  appointment 
to  a full-time  position. 

b)  Advancement 

After  two  (2)  years  of  continuous  permanent  satisfactory  service  in  a 
part-time  or  school-term  only  position,  the  senior  appointee  in  a depart- 
ment may  be  advanced  by  the  appointing  officer  to  a full-time  position. 

Such  advancement  shall  be  reported  to  the  Personnel  Department  for  recor- 
dation. Advancement  from  a school-term  only  position  shall  not  require  that 
a new  probationary  period  be  served.  Advancement  from  a part-time  position 
shall  require  a new  probationary  period. 
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Section  !b£>.04  IMMEDIATE  WITHDRAWAL  OF  WAITERS 

\ 

a)  If  the  list  of  eligibles  on  which  the  name  of  the  eligible 
appears  is  exhausted,  the  withdrawal  of  waiver  shall  be  effective  immediately 
and,  under  the  provisions  of  Rule  13,  Section  13.03,  eligibles  in  accordance 
with  their  standing  on  a list  may  be  permitted  to  select  from  among  available 
requisitions  the  positions  to  which  they  desire  employment. 

b)  When  kn  entrance  and/or  promotive  list  of  eligibles  is 
exhausted  and  permanent  vacancies  exist,  the  General  Manager,  Personnel,  may 
require  after  written  notification  the  immediate  withdrawal  of  a permanent 
waiver.  Failure  to  withdraw  this  waiver  and  to  accept  subsequent  offer  of 
permanent  appointment  will  cause  theNremoval  of  the  name  of  such  person  from 
the  eligible  list. 

c)  The  General  Manager,  Personnel,  may  grant  an  immediate 
withdrawal  of  waiver  to  an  eligible  who  is  under  waiver  for  failure  to  respond 
if  the  eligible  desired  to  accept  appointment  when  offered,  and  presents 
satisfactory  evidence  that  failure  to  respond  was  not  due  to  his  own  negligence 
and  was  due  to  causes  beyond  his  control.  Such  immediate  withdrawal  of  waiver 
shall  not  interfere  with  nor  affect  the  rights  of  eligibles  next  in  line  for 
appointment  to  whom  notices  of  appointment  have  already  'been  mailed  and  who  have 
or  may  be  appointed  in  response  to  such  notices. 

Section  15.05  FAILURE  TO  ACCEPT  APPOINTMENT  AFTER  ACCEPTING^  INQUIRY 

When,  in  response  to  an  inquiry  regarding  employment,  an  eligible 
has  signified  his  willingness  to  accept  a permanent  position  if  his  name  is  reached, 
and  subsequently  refuses  the  appointment  when  the  employment  is  offered  to  him  on  a 
regular  notice  of  appointment,  the  waiver  then  placed  against  the  name  ofxsuch 
eligible  may  be  removed  upon  approval  of  the  General  Manager,  Personnel.  \ 


RULE  16 

PROBATIONARY  PERIOD 

Section  16.01  DURATION  OF  PROBATIONARY  PERIOD 

Regular  civil  service  appointees  to  permanent  positions  shall 
serve  a probationary  period  of  six  (6)  months,  except  as  follows: 

a)  Regular  civil  service  appointees  to  entrance  positions  in 
the  uniformed  rank  of  the  Police  Department  shall  serve  a probationary  period 
of  one  (l)  year. 


b)  Regular  civil  service  appointees  certified  to  the  School 
Districts  shall  have  their  probationary  period  calculated  on  the  basis  of  six  (6) 
months  actual  service,  excluding  from  such  period  of  service,  periods  of  non-service 
because  of  school  vacation. 

c)  Absences  because  of  industrial  accident  shall  extend  the 
probationary  period,  excluding  from  such  period  of  actual  service  the  period  of 
absence  because  of  industrial  accident  provided  that,  should  the  absence  caused 
by  the  industrial  accident  exceed  one  (l)  month,  the  probationary  appointment 
may  be  terminated  by  the  appointing  officer  upon  showing  of  good  cause  and 
approval  of  the  Commission. 
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Section  16.02  REPORT  OF  PROBATIONARY  APPOINTEE 1 S PERFORMANCE 


Prior  to  the  expiration  of  the  probationary  period,  the 
appointing  officer  shall  report  to  the  Personnel  Department  relative  to  the 
performance  of  the  appointee,  and  if  satisfactory,  shall  recommend  permanent 
appointment . 


RULE  17 

NON-CIVIL  SERVICE  OR  EMERGENCY  APPOINTMENTS 

Section  17.01  NON-CIVIL  SERVICE  APPOINTMENTS  PENDING  RECEIPT  OF  APPROVED 

REQUISITIONS. 

a)  Pending  receipt  of  an  approved  requisition  in  the  Personnel 
Department,  and  when  in  the  judgment  of  the  appointing  officer  immediate  service 
in  the  position  is  required  to  prevent  stoppage  of  essential  public  business, 
the  General  Manager,  Personnel,  may  authorize  the  appointing  officer  to  make  a 
non-civil  service  appointment.  Such  non-civil  service  appointment  shall  not 
extend  beyond  five  (5)  working  days,  provided  that  when  required  in  unusual 
cases,  the  General  Manager,  Personnel,  may  authorize  an  extension  of  such 
non-civil  service  appointment  for  a specified  period.  Such  Authorization  shall 
be  automatically  cancelled  upon  notice  of  disapproval  of  the  requisition  by  the 
Mayor,  or  notice  by  the  Controller  of  refusal  to  certify  funds. 

b)  Non-civil  service  authorizations  approved  by  the  General 
Manager,  Personnel,  as  provided  in  (a)  above,  shall  be  subject  to  confirmation 
by  the  Commission  at  the  next;  Regular  Meeting. 

c)  Appointing  officers  shall  post  on  the  timeroll  opposite 
the  name  of  the  appointee,  the  non-civil  service  authorization  number  issued  by 
the  General  Manager,  Personnel.  A timeroll  entry  without  such  verified  number 
shall  not  be  approved. 

d)  The  appointing  officer  shall  have  the  responsibility  for 
tfre  prompt  filing  of  a fully  approved  requisition  with  the  Personnel  Department 
when  a non-civil  service  authorization  is  approved. 

e)  The  Commission  may  grant  blanket  authority  to  an  appointing 
officer  to  make  non-civil  service  appointments  as  needed  in  designated 
classifications  pending  receipt  of  approved  requisitions,  when  in  the  judgment  of 
the  appointing  officer  and  the  Commission,  failure  to  obtain  immediate  service 
will  create  an  emergency. 
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Section  17.02  NON-CIVIL  SERVICE  APPOINTMENTS  AFTER  RECEIPT,  BUT  PENDING  THE 

FILLING  OF  APPROVED  REQUISITIONS. 

a)  If  an  eligible  list  exists  for  the  position  for  which  an 
approved  requisition  has  been  received,  and  in  the  judgment  of  the  appointing 
officer  immediate  service  is  required  pending  the  reporting  of  the  eligible, 
the  General  Manager,  Personnel,  may  authorize  a non-civil  service  appointment 
thereto  until  the  civil  service  eligible  reports  for  duty,  but  not  to  exceed 
thirty  (30 ) calendar  days. 

b)  If  no  eligible  for  such  class  is  available,  and  in 
the  judgment  of  the  appointing  officer  immediate  service  is  required,  the 
General  Manager,  Personnel,  shall  certify  an  eligible  from  another  list 
deemed  suitable  to  temporarily  provide  the  required  service.  If  no 
other  list  is  available,  the  General  Manager,  Personnel,  may  authorize 
the  appointing  officer  to  make  a non-civil  service  appointment  subject  to 
the  following  conditions: 


l)  Such  non-civil  service  authorization  shall  be 
subject  to  confirmation  by  the  Commission  and  recorded  and  reported  as 
provided  in  Rule  17,  Section  17.01. 


2)  Such  non-civil  service  appointment  may  continue 
until  an  eligible  is  available  for  appointment  but  not  to  exceed  ninety  (90) 
working  days  in  any  fiscal  or  calendar  year. 


3)  Appointing  officers  shall  be  responsible  for  limiting 
employment  under  non-civil  service  authorization  to  ninety  (90)  working 
days,  or  less,  in  the  City  service  in  any  fiscal  or  calendar  year. 
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RULE  18 


STATUS  RIGHTS 


Section  18,01*  GENERAL  PRINCIPLES, 

Status  in  the  City  and  County  service  is  the  right  or  rights  which 
an  employee  has  to  perform  certain  duties.  These  rights  stem  from  the  examination 
in  which  he  qualified  and/or  the  appointment  he  received,  and  the  duties  he  per- 
formed as  indicated  on  official  records.  The  class  specification  or  duties 
statement  in  existence  at  the  time  of  the  examination  and/or  appointment  is  a basic 
reference  document  in  determining  status  rights  in  a class.  An  employee  has  rights 
to  a position  in  a class,  but  not  to  a particular  position  within  such  class*  The 
appointing  authority  has  very  broad  discretion  in  reassigning  an  employee  from  one 
position  to  another  position  in  the  same  class. 

Section  18.02.  STATUS  RIGHTS  DETERMINED  BY  COMMISSION. 

In  cases  where  status  is  involved,  the  Commission  shall  be*  respond 
sible  for  the  determinations  of  status  rights  of  employees  and  eligibles,  and  it 
shall  by  action  indicate  its  determination  in  accordance  with  the  provisions  of 
this  rule. 

Section  18.03.  RENUMBERING  OR  RETITLING  OF  ESTABLISHED  CLASSES. 

When  the  reallocation  of  a position  or  positions  from  a former  class 
to  a new  class  represents  only  the  renumbering  and/or  retitling  of  the  position  or 
positions  of  the  former  class,  and  the  class  description  and/or  class  specification 
has  been  changed  to  describe  more  accurately  the  duties  actually  being  performed, 
all  permanent  employees  in  the  former  class  are  continued  in  the  new  class.  Eli- 
gibles on  lists  in  the  former  class  are  deemed  to  have  rights  to  certification  for 
appointment  to  positions  in  the  new  class. 

Section  18.04,  STATUS  RIGHTS  UNDER  DIFFERENT  SITUATIONS. 

Status  in  the  following  situations  will  be  administered  as  provided 

by  this  section; 

(a)  When  the  duties  of  a former  class  have  been  split  off  into 
two  or  more  new  classes;  or 

(b)  When  the  duties  of  two  or  more  former  classes  have  been  con- 
solidated into  one  new  class;  or 

(c)  When  the  duties  being  performed  are  allocated  to  a new  class 
for  which  there  is  no  former  civil  service  class,  but  the  duties,  although  not 
specifically  described  in  a former  class,  have  been  deemed  by  classification  actions 
of  the  Commission  made  prior  to  the  effective  date  of  this  Rule  to  be  a part  of  the 
duties  of  the  former  class;  or 

(d)  When  status  to  a new  class  from  a former  class  is  not  indicated 
under  provision  of  Section  18.03  and  Section  18.04  (a),  (b),  or  (c)  above,  and  there 
is  no  significant  difference  in  the  kind  and  level  of  difficulty  of  work  of  the  two 
classes. 


In  each  of  the  above  situations,  the  following  shall  apply; 
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1*  All  permanent  employees  in  positions  in  the  former  class  which 
have  been  reallocated  to  a new  class  are  granted  status  in  positions  in  the  new 
class  as  of  the  effective  date  of  the  amendment  to  the  Annual  Salary  Ordinance 
establishing  such  positions  in  the  new  class* 

2.  The  remaining  employees  in  the  same  former  class  in  the  same 
department  are  granted  rights  to  assignment  to  positions  in  the  new  classes  as  va- 
cancies occur  according  to  seniority  standing  in  the  department* 

3 a Permanent  employees  occupying  positions  in  the  same  former  class 
in  other  departments  are  granted  the  right  to  transfer  to  positions  in  the  new  class 
or  classes  as  vacancies  occur*  Such  request  for  transfer  shall  be  governed  by  the 
provisions  of  the  transfer  rule  (Rule  20  - Transfers) Q 

4e  Eligibles  on  regular  civil  service  lists  for  the  former  classes 
are  deemed  to  have  rights  to  certification  for  appointment  to  positions  in  the  new 
classes  after  incumbents  in  various  departments  have  exercised  their  status  rights* 

5*  In  administering  Section  18*04  (d)  above,  if  the  difference  be- 
tween the  salary  ranges  of  the  former  class  and  the  new  class  is  more  than  five  per- 
cent, a significant  difference  in  kind  and  level  of  difficulty  of  the  work  shall  be 
deemed  to  exist 0 The  five  percent  salary  factor  shall  be  measured  from  the  first 
class  from  which  status  was  granted,  and  the  employee  to  whom  status  has  been 
granted  shall  have  no  further  status  rights  under  the  provisions  of  Section  18.04(d). 

Section  18,05.  STATUS  IN  TWO  LEVEL  HIGHER  PROMOTIONAL  SITUATION. 

When  an  employee  has  been  found  to  be  performing  the  duties  of  a 
position  allocated  to  a class  two  levels  higher  than  the  employee's  former  class, 
and  status  has  been  granted  to  occupants  of  positions  of  the  former  class  in  a 
class  one  level  higher,  such  positions  shall  be  reallocated  to  the  class  one  level 
higher  and  the  employee  shall  be  granted  status  in  the  position  so  reallocated  as 
of  the  effective  date  of  the  amendment  to  the  Annual  Salary  Ordinance  establishing 
such  position;  provided,  however,  that  such  positions  will  be  flagged  for  realloca- 
tion to  the  higher  level  and  incumbents  in  such  positions  will  be  required  to  attain 
eligibility  on  civil  service  lists  for  the  higher  class  within  a period  of  four 
years.  If  an  employee  in  such  instances  is  not  reached  for  appointment  to  the 
higher  class  in  the  aforementioned  period  of  time,  the  employee  shall  be  reassigned 
to  another  position  in  the  class  to  which  he  has  attained  status  when  this  can  be 
done  without  adversely  affecting  the  rights  of  the  person  so  reassigned,  as  defined 
in  Section  18*01  of  this  Rule. 

Section  18*06*.,  STATUS  - SPECIAL  CASES. 

When  a permanent  employee  has  been  performing  duties  not  included  in 
any  class  in  the  former  classification  plan,  and  such  duties  have  been  reallocated 
to  a class  in  the  new  classification  plan,  and  the  employee  was  performing  such 
duties  at  the  time  of  the  general  classification  survey  started  in  1959  and  still 
is  performing  such  duties  on  the  date  of  the  adoption  of  this  Rule,  August  16,  1962; 
or  the  employee,  although  not  performing  such  duties  at  the  time  of  the  general 
classification  survey,  has  performed  such  duties  for  the  period  of  time  set  forth 
under  minimum  qualifications  in  the  class  specification  in  effect  July  1,  1962,  and 
still  is  performing  such  duties  on  the  date  of  the  adoption  of  this  Rule,  August  16, 
1962,  such  employees  shall  be  granted  status  to  positions  in  the  new  class  as  of  the 
effective  date  of  the  amendment  to  the  Annual  Salary  Ordinance  establishing  such 
positions. 
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When  it  can  be  clearly  established  by  official  records  in  existence 
prior  to  the  general  classification  survey  started  in  1959  that  permanent  employees 
who  are  not  now,  performing  such  duties  have  performed  them  for  a period  of  time  set 
forth  under  Minimum  Qualifications  in  the  class  specification  in  effect  on  July  1, 
1962,  such  employees  shall  be  granted  rights  to  appointment  to  positions  in  the  new 
class  as  vacancies  occur0 

Before  granting  status  or  status  rights  under  the  provisions  of 
this  section,  the  Commission  shall  determine  that  the  employee  generally  has  the 
qualifications  and  training  to  perform  the  duties  of  the  position  in  the  new  class. 
Grants  of  status  under  the  provisions  of  this  section  shall  be  applicable  only  to 
the  general  classification  survey  recently  concluded. 

Section  18o07b  WHEN  COUNTERPARTS  IN  FORMER  CLASSIFICATION  PLAN , 

When  a position  is  to  be  reallocated  from  one  class  to  another  class, 
and  there  were  counterparts  of  both  of  these  classes  in  the  former  classification 
plan,  status  shall  not  be  granted. 

Section  18,08*  WAIVER  OF  STATUS  ASSIGNMENT „ 

An  employee  may  waive  the  right  to  advancement  or  assignment  under 
the  status  rule,  and  may  thereafter  upon  written  request,  be  granted  a withdrawal 
of  such  waiver  with  the  approval  of  the  General  Manager , Personnel;  until  such 
waiver  is  withdrawn,  the  employee’s  right  to  advancement  or  assignment  shall  be 
deemed  to  be  in  abeyance.  Failure  to  accept  an  advancement  or  assignment  to  a va- 
cancy under  a status  action  following  such  withdrawal  of  waiver  shall  terminate  all 
rights  to  a position  in  such  class  under  such  status  action.  In  cases  of  temporary, 
seasonal  or  recurring  status  advancements,  employees  with  status  rights  to  so  ad- 
vance shall  be  given  unlimited  rights  to  temporary  waiver. 

Section  18,09 a REAS S I GNMEN T FROM  POSITION  HELD  BY  STATUS  ASSIGNMENT, 

When  a permanent  employee  in  a former  civil  service  class  has  exer- 
cised his  right  to  status  in  one  of  the  new  classes  resulting  from  the  former 
class,  he  may  thereafter  voluntarily  accept  reassignment  from  the  position  to  which 
he  was  assigned  and  be  returned  to  a vacant  position  in  the  former  class;  or  if  no 
such  vacant  position  exists,  he  may  be  reassigned  to  a vacancy  in  another  new  class 
to  which  he  has  status  rights,  provided  that  if  this  action  results  in  his  receiving 
a lesser  salary  than  he  would  receive  if  he  had  remained  in  the  former  class,  the 
Commission  shall  reallocate  the  position  to  the  former  class  in  the  next  succeeding 
regular  Salary  Ordinance  amendment,  provided  that  the  restoration  of  the  position 
shall  be  effected  by  the  Commission  not  later  than  six  (6)  months  after  such  volun- 
tary reassignment  * Said  voluntary  reassignment  shall  terminate  his  status  rights 
with  respect  to  positions  in  the  class  from  which  he  was  voluntarily  reassigned,. 

Section.  18*10,  TERMINATION  OF  PROBATIONARY  APPOINTMENT  OF  TRANSFEREE  BY  STATUS. 

When  a permanent  employee  in  a former  civil  service  class  has  exer- 
cised his  right  to  status  in  one  of  the  new  classes  resulting  from  the  former  class 
by  transfer,  and  his  probationary  appointment  is  terminated  by  the  appointing 
officer,  his  right  to  reassignment  shall  be  governed  by  the  provisions  of  this 
section  in  the  same  manner  as  if  he  had  voluntarily  requested  same. 

Section  18.11*  LAYOFF  - STATUS  APPOINTEES, 

If,  because  of  lack  of  work  or  lack  of  funds  or  for  purposes  of  re- 
trenchment, it  becomes  necessary  to  lay  off  employees  assigned  under  this  status 
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rule,  such  employees  shall  be  laid  off  in  the  inverse  order  of  their  assignment  to 
such  positions,  and  they  shall  thereupon  be  returned  to  the  positions  in  the  class 
from  which  they  were  assigned  subject  to  the  applicable  provisions  of  Rule  32, 

Section  18,12.  WHEN  APPOINTEE  NOT  AVAILABLE  FOR  STATUS  ASSIGNMENT, 

When  a vacancy  exists  or  is  anticipated  in  any  department  to  which 
an  employee  has  rights  to  advance  under  the  Status  Rule,  and  there  is  no  employee  in 
the  department  in  which  the  vacancy  exists  who  wishes  to  exercise  his  right  to  ad- 
vancement to  said  vacancy,  the  appointing  officer  shall  enter  such  information  on 
the  requisition. 

Section  18.13,  DISABILITY  TRANSFERS  AND  STATUS  RIGHTS, 

Employees  occupying  positions  under  special  authority  of  Section 
8o350(a)  of  the  Charter  and  Section  20.03(c),  Rule  20  - ’’Transfer  of  Disabled”,  do 
not  have  status  rights  as  provided  in  the  previous  sections  of  this  Rule,  but  such 
employee  shall  be  governed  by  the  provisions  of  this  section. 

When  a permanent  civil  service  employee  has  transferred  to  a posi- 
tion in  another  class  in  accordance  with  the  disability  transfer  provisions  of  the 
Charter  and  Rules  of  the  Commission,  and  the  position  to  which  he  was  transferred 
is  reallocated  to  another  class  in  accordance  with  the  recommendations  of  the 
general  classification  survey  and  status  is  granted  in  positions  as  reallocated,  his 
status  shall  continue  under  the  new  class  title,  subject  to  the  salary  limitations 
provided  in  Section  8.350(a)  of  the  Charter.  If  such  employee  desires  reassignment 
from  the  position  in  the  class  to  which  he  is  currently  assigned,  to  a position  in 
another  class  resulting  from  the  general  classification  survey,  such  request  for 
reassignment  shall  be  submitted  on  forms  and  in  accordance  with  the  procedure  as 
provided  in  Section  20.03(c)  of  Rule  20,  provided  that  if  in  the  opinion  of  the 
General  Manager,  Personnel,  further  certification  by  the  employee’s  personal  phy- 
sician would  not  be  required,  such  certification  may  be  waived. 


RULE  19 

LIMITED  TENURE  APPOINTMENT 


Section  19.01.  AUTHORITY  FOR  LIMITED  TENURE  APPOINTMENT. 

In  accordance  with  the  provisions  of  Section  8.331  of  the  Charter, 
whenever  eligibles  from  regularly  established  lists  are  not  available  for  appoint- 
ment, the  General  Manager,  Personnel,  shall  qualify  and  certify  applicants  for 
limited  tenure  appointment  or  may  authorize  appointing  officers  to  certify  appli- 
cants for  such  appointments. 

Section  19.02.  EXPERIENCE  GAINED  UNDER  LIMITED  TENURE  APPOINTMENT. 

No  person  holding  a limited  tenure  appointment  shall  acquire  any 
right  to  regular  civil  service  status  in  the  position  held  under  such  appointment. 
Applicable  satisfactory  service  under  a limited  tenure  appointment  will  be  accepted 
toward  minimum  experience  required  for  admission  to  regular  civil  service  examina- 
tions. 

Section  19.03  ENTRANCE  LIMITED  TENURE  APPOINTMENT . 

The  General  Manager,  Personnel,  shall  qualify  and  certify  applicants 
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for  all  entrance  limited  tenure  appointments,,  The  General  Manager,  Personnel,  may, 
for  reasons  which  he  deems  to  be  in  the  best  interest  of  the  service,  authorize  ap- 
pointing officers  to  qualify  and  certify  entrance  limited  tenure  appointments,  When 
no  regular  eligible  is  available  for  entrance  appointment  in  response  to  an  approved 
requisition,  the  Commission  may  recruit  applicants  for  entrance  limited  tenure  ap- 
pointment o 

Section  19,04  RESIDENCE  REQUIREMENTS, 

Residence  requirements  for  limited  tenure  examinations  shall  be  the 
same  as  for  regular  civil  service  examinations*  Residence  requirements  for  an  en- 
trance limited  tenure  examination  shall  be  the  same  as  for  the  last  regular  civil 
service  examination  for  the  same  classification,  subject  to  amendment  as  follows  if 
in  the  judgment  of  the  General  Manager,  Personnel,  the  recruitment  circumstances 
have  changed: 


(a)  If  residence  requirements  were  waived,  but  it  appears  that  a 
sufficient  number  of  resident  applicants  are  available,  residence  requirements  may 
be  specified* 


(b)  If  residence  requirements  were  not  waived,  but  it  appears  that 
a sufficient  number  of  qualified  resident  applicants  are  not  available,  residence 
requirements  may  be  waived* 

Section  19*05*  ENTRANCE  LIMITED  TENURE  EXAMINATIONS, 

Limited  tenure  examinations  shall  be  informal  and  noncompetitive 
and  shall  consist  of  appraisal  of  qualifications,  evaluation  of  education,  experi- 
ence, and  other  applicable  factors,  and  may  also  include  other  corroborative 
material  secured  by  the  Personnel  Department* 

Section  19,06  LIMITED  TENURE  APPLICATIONS, 

Limited  tenure  applications  shall  be  filed  in  the  Personnel  Depart- 
ment, When  filed,  all  records  pertaining  to  limited  tenure  applications  shall  be- 
come the  property  of  the  Commission, 

Section  19,07  PERMANENT  VACANCIES  - MINIMUM  QUALIFICATIONS, 

The  minimum  qualifications  for  permanent  limited  tenure  appointment 
shall  be  the  same  as  those  stated  on  the  latest  examination  announcement  for  the 
respective  classification,  or  in  its  absence,  the  official  class  specification. 

For  purposes  of  this  Rule,  the  latest  examination  announcement 
shall  govern  from  the  date  of  issuance  for  a period  of  two  (2)  years  provided  that 
a new  examination  announcement  or  a revised  class  specification  is  not  sooner 
adopted. 


If  the  foregoing  does  not  provide  sufficient  eligibles  to  meet  the 
needs  of  the  service,  the  General  Manager,  Personnel,  may  designate  other  minimum 
qualifications. 

Section  19,08,  PERMANENT  VACANCIES  - APPOINTMENT  PRIORITIES, 

When  a regular  entrance  examination  announcement  has  been  issued, 
applicants  who  qualify  for  such  examination  shall  have  preference  for  permanent 
limited  tenure  appointment  by  priority  of  receipt  of  limited  tenure  application 
for  such  classification. 
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When  there  is  no  examination  announcement  as  defined  in  Rule  19, 
Section  19,07,  priority  of  limited  tenure  appointment  to  a permanent  vacancy  shall 
be  determined  by  the  General  Manager,  Personnel,  from  among  qualified  limited  tenure 
applicants  in  accordance  with  the  factors  as  set  forth  in  Rule  19,  Section  19,01. 

Section  19.09,  TEMPORARY  VACANCIES , 

The  minimum  qualifications  for  temporary  entrance  limited  tenure 
appointment  shall  be  established  by  the  General  Manager,  Personnel,  and  shall  in- 
clude consideration  of  dependency  status,  public  assistance,  length  of  unemployment, 
and  other  economic  factors.  This  section  shall  permit  the  employment  of  partially 
qualified  candidates  in  order  that  the  limited  tenure  service  would  augment  their 
qualifications  so  that  they  might  qualify  for  regular  civil  service  examinations. 

Section  19.10*  MEDICAL  REQUIREMENTS, 

Applicants  for  entrance  limited  tenure  positions  shall  pass  a 
satisfactory  medical  examination  by  a civil  service  examining  physician  in  the 
following  instances: 

(a) >  Prior  to  appointment  to  permanent  entrance  positions, 

(b)  Prior  to  appointment  to  temporary  entrance  positions,  if  the 
certification  is  for  three  (3)  months  or  more, 

(c)  At  any  time,  if  in  the  judgment  of  the  General  Manager,  Per- 
sonnel, such  examination  is  warranted. 

If  a limited  tenure  applicant  has  been  rejected  for  City  employment 
for  medical  reasons,  he  shall  remain  ineligible  for  a limited  tenure  appointment 
until  he  presents  satisfactory  medical  evidence  which  would  warrant  medical  Te*° ex- 
amination,  and  passes  such  examination, 

A medical  examination  is  not  required  for  limited  tenure  appoint- 
ment of  a regular  civil  service  employee. 

Section  19,11,  PROMOTIVE  LIMITED  TENURE  APPOINTMENT. 

When  an  approved  requisition  is  received  in  the  Personnel  Department 
and  no  regularly  qualified  eligible  is  available  for  promotive  appointment  to  such 
requisition,  the  General  Manager,  Personnel,  shall  authorize  the  appointing  officer 
to  certify  employees  to  promotive  limited  tenure  appointments  in  accordance  with 
the  following  procedures: 

1,  The  appointing  officer  shall  appoint  the  employee  with  the  high- 
est seniority  in  the  department  from  the  designated  next  lower  rank(s)  who  will 
accept  such  appointment  and  meets  the  minimum  requirements  as  indicated  in  No,  2 
below. 


2,  The  designated  next  lcwer  rank(s)  and  minimum  requirements  will 
be  those  stated  on  the  latest  promotive  examination  announcement  for  the  respective 
classification  or,  in  its  absence,  the  official  class  specification. 

For  purposes  of  this  rule,  the  latest  promotive  examination  an- 
nouncement shall  govern  from  the  date  of  issuance  for  a period  of  four  (4)  years. 

3.  In  those  cases  when  the  official  class  specification  governs, 
the  next  lower  rank(s)  shall  be  those  classes  listed  for  such  a promotive  classi- 
fication under  "Promotive  Lines  - From"  and  those  classes  listed  in  other  official 


4.  If  the  foregoing  does  not  provide  sufficient  eligibles  to  meet 
the  needs  of  the  service,  the  General  Manager,  Personnel,  may  designate  other  mini- 
mum qualifications,, 

5.  Promotive  limited  tenure  appointments  otherwise  made  in  accord- 
ance with  this  Rule,  shall  not  be  affected  by  any  subsequent  amendment  to  the 
regular  examination  announcement  or  the  official  class  speci ficationc 

Section  19.1 2 . WAIVER  OF  PROMOTIVE  LIMITED  TENURE  APPOINTMENT. 

Waiver  of  appointment  to  a limited  tenure  position  shall  be  in 
writing  on  forms  provided  by  the  Personnel  Department* 

Failure  to  respond  to  notification  of  an  available  promotional  ap- 
pointment within  reasonable  time  specified  by  the  department  will  constitute  a waiver. 

Only  one  withdrawal  of  waiver  shall  be  allowed. 

Section  19.13.  PROMOTIVE  APPLICATIONS  - RETENTION  AND  INSPECTION. 

Limited  tenure  promotive  applications  shall  be  retained  by  the  ap- 
pointing officer  of  the  respective  department,  and  such  applications  and  all 
records  pertaining  thereto  shall  be  maintained  so  as  to  be  readily  available  for 
inspection  by  the  Personnel  Department. 

Section  19.14.  REINSTATEMENT. 

A regular  civil  service  employee  who  is  laid  off,  terminated  or 
resigns  from  a limited  tenure  promotive  appointment  shall  revert  to  his  regular 
status. 

Section  19.15.  RESIGNATION. 

A limited  tenure  appointee  resigning  from  his  employment  shall 
complete  the  resignation  form  provided  by  the  Personnel  Department. 

Section  19.16.  LAY-OFF. 

The  lay-off  of  a limited  tenure  employee  shall  be  governed  by  the 
following  provisions; 

1.  The  limited  tenure  employee  with  the  least  seniority  in  the 
class  in  the  department  shall  be  laid  off  first. 

Seniority  of  a limited  tenure  employee  for  purposes  of  lay-off 
shall  be  the  total  limited  tenure  service  in  the  class  in  the  department. 

3.  Entrance  limited  tenure  employees  shall  be  laid  off  prior  to 
the  lay-off  of  any  promotional  limited  tenure  employees  in  the  same  class* 

4. '  Seniority,  in  the  event  of  ties,  shall  be  determined  by  the  ap- 
pointing officer. 


5.  The  General  Manager,  Personnel,  may  authorize  appointing  officers 
to  designate  that  lay-offs  within  a department  shall  be  by  bureau  or  division  where 
in  his  judgment  it  is  in  the  best  interest  of  the  service. 

6®  When  a regular  civil  service  eligible  list  is  adopted  and  an 
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RULE  20  - TRANSFERS 

(Adopted  Jan.  3,  1977;  Effective  Jan.  5,  1977) 


20.01  TRANSFERS 

A transfer  of  a permanent  appointee  to  a position  in  the  same  class 
under  another  appointing  officer  shall  be  subject  to  the  following: 

a)  A properly  completed  transfer  form  approved  by  both  appointing 
officers  must  be  filed  in  the  department  to  which  transfer  is  requested 
and  in  the  office  of  the  Civil  Service  Commission. 

b)  Appointments  by  transfer  are  subject  to  the  provisions  of  Rule  12. 

c)  Approved  transfer  requests  received  prior  to  the  effective  date 
of  this  Rule  (January  5,  1977)  are  governed  by  the  provisions  of  the  Civil 
Service  Commission  Rules  adopted  July  1,  1972.  All  transfer  requests 
received  after  the  effective  date  of  this  Rule  are  governed  by  provisions 
of  this  Rule,  including  those  transfer  requests  which  are  renewed. 

d)  Appointment  by  transfer  will  cancel  all  other  transfer  requests 
which  have  been  filed. 

20.02  TRANSFER  FROM  POSITION  NOT  FULL-TIME 

A permanent  appointee  to  a part-time  position  or  a position  not 
full-time  on  an  annual  basis  and  who  serves  under  such  appointment  contin- 
uously for  one  (1)  year,  may  request  transfer  to  a regular  full-time 
position  in  accordance  with  the  provisions  of  this  Rule. 

20.03  TRANSFER  OF  DISABLED 

A disability  transfer  request  may  be  effected  in  accordance  with 
charter  provision  (Section  8.350).  A disability  transfer  request  shall  be 
submitted  to  the  Personnel  Department  on  properly  completed  forms.  The 
Commission  physician  shall  certify  on  such  form  that  the  employee  because 
of  physical  disability  is  unable  to  perform  the  duties  of  her/his  present 


-43- 


position,  but  may  perform  the  duties  of  the  position  to  which  she  or  he 
requests  transfer.  The  disability  transfer  request  shall  be  subject  to  the 
approval  of  the  General  Manager,  Personnel.  In  the  event  of  more  than  one 
disability  transfer  request  filed  for  the  same  position,  the  request  with 
the  earlier  filing  time  in  the  Personnel  Department  shall  be  offered  available 
appointment.  A disability  transferee  shall  not  serve  a new  probationary 
period. 

20.04  TRANSFERS  OCCASIONED  BY  REDUCTION  OF  FORCE  DUE  TO  TECHNOLOGICAL 
ADVANCES,  AUTOMATION  OR  THE  INSTALLATION  OF  NEW  EQUIPMENT 

Permanent  civil  service  employees  who  have  completed  their  the  pro- 
bationary period  and  who  are  subject  to  lay-off  because  of  technological 
advances,  automation,  or  the  installation  of  new  equipment,  or  the  transfer 
of  functions  to  another  jurisdiction  may  submit  a request  to  the  General 
Manager,  Personnel,  for  transfer  to  a position  within  their  capacities  to 
perform,  whether  or  not  within  the  classification  for  which  they  qualified 
for  appointment.  Such  request  for  transfer  shall  be  subject  to  the 
following: 

a)  Request  for  transfer  shall  be  submitted  on  special  forms  pro- 
vided by  the  Personnel  Department. 

b)  The  position  to  which  transfer  is  requested  shall  not  be  to  a 
classification  having  a higher  compensation  schedule  than  the  one  from 
which  transfer  is  requested.  Compensation  in  the  position  to  which  transfer 
is  made  shall  thereafter  be  governed  by  the  provisions  of  the  Salary 
Standardization  Ordinance  and  the  Salary  Ordinance. 

c)  The  General  Manager,  Personnel,  may  administer  any  examinations 
which  in  his  judgement  are  deemed  advisable  to  test  the  capacity  of  the 
employee  to  perform  the  duties  in  the  position  to  which  transfer  is  requested, 
unless  the  transfer  is  to  a position  in  the  same  classification  or  a closely 
related  class. 

d)  Employees  so  transferred  who  are  not  suited  to  the  position,  may 

be  given  an  opportunity  for  further  transfer  to  other  positions  within  their 
capacities  to  perform. 

e)  In  the  event  of  lay-off  of  an  appointee  who  occupies  his  posi- 
tion through  transfer  under  the  provisions  of  this  section,  such  lay-off 
shall  be  in  accordance  with  the  applicable  provisions  of  Rule  32. 

f)  Employees  transferred  under  the  provisions  of  this  section  may  with 
the  approval  of  the  General  Manager,  Personnel,  and  the  appointing  officers 
involved,  be  returned  to  a vacancy  in  the  former  classification. 

g)  In  the  event  that  more  than  one  approved  transfer  to  the  same 
classification  is  on  file  in  the  Personnel  Department,  preference  shall  be 
given  to  the  appointee  who  has  the  longest  service  under  civil  service 
permanent  appointment  in  his  the  classification  from  which  lay-off  is  to 
be  made. 

h)  An  employee  transferred  under  the  provisions  of  this  section 
shall  be  eligible  to  participate  in  promotional  examinations  from  the 


* 


classification  to  which  appointed  by  transfer,  provided  that  all  of  the 
requirements  set  forth  in  the  promotive  examination  announcement  are  met. 

An  employee  transferred  under  the  provisions  of  this  section  shall  be 
eligible  to  participate  in  promotional  examinations  from  the  classification 
from  which  transfer  was  made  for  a period  of  five  (5)  years  from  the  date 
of  such  transfer,  provided  that  all  of  the  requirements  set  forth  in  the 
promotive  examination  announcement  are  met. 

20.05  TRANSFERS  OCCASIONED  BY  THE  TRANSFER  OF  FUNCTIONS  FROM  ONE 
DEPARTMENT  TO  ANOTHER 

When  in  accordance  with  Charter  provisions,  part  of  the  functions 
and  duties  of  any  department  are  transferred  to  another  department,  the 
employees  performing  such  functions  and  duties  shall  be  transferred  there- 
with, and  such  employees  shall  retain  in  their  new  department  the  same 
salary  and  civil  service  seniority  status  as  they  had  in  the  department 
from  which  transferred.  Employees  transferred  in  accordance  with  this  Rule 
shall  not  be  required  to  serve  a new  probationary  period. 


RULE  21 

ANNUAL  VACATION  - TEMPORARY  EMPLOYEES 

Section  21o01o  TIME  REQUIRED  TO  QUALIFY  FOR  VACATION, 

Employees  occupying  positions  under  temporary  appointment  shall  be 
governed  by  the  provisions  of  the  Vacation  Ordinance  (#124-60),  except  as  herein 
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provided.  Temporary  appointees  must  establish  their  right  to  a first  vacation  by 
being  employed  eleven  and  one-half  (11 h)  months  within  the  twelve  (12)  month  period 
beginning  from  the  date  of  their  appointment,  provided  that  such  first  vacation  may 
not  be  claimed  until  the  anniversary  date  of  appointment*  Such  employment  may  be 
under  either  certification,  emergency  appointment  or  appointment  exempt  from 
civil  service,  and  must  be  in  a pay  status  for  the  required  time  period. 

Section  21.02,  VACATION  AFTER  FIRST  YEAR  OF  SERVICE, 

Temporary  appointees  who  have  established  their  right  to  a first 

vacation  shall  thereafter  be  allowed  5/6th  of  a day  (or  1%  days  after  five  (5)  years 

of  service)  adjusted  to  the  nearest  1/2  day  for  each  twenty-two  (22)  days  worked. 
Such  days  of  vacation  may  be  accumulated,  provided  that  vacation  earned  during  an 
anniversary  year  must  be  taken  not  later  than  twelve  (12)  months  following  such 
anniversary  year.  After  the  first  year  of  service,  a temporary  appointee  who  is 
laid  off  from  a temporary  appointment,  and  who  thereafter  is  not  employed  in  the 
city  and  c'outity  service  for  a period  of  six  (6)  months  must  re-establish  vacation 
eligibility  in  the  same  manner  as  a first  vacation.  If  at  the  time  of  such  lay-off 
a temporary  appointee  claims  vacation  due,  vacation  shall  be  granted  before  the 
effective  date  of  the  lay-off  when  possible.  If  vacation  is  not  granted  at  that 

time,  then  the  employee  while  in  such  lay-off  status,  may  claim  vacation  due  within 

the  six  (6)  month  period  following  lay-off.  Vacation  due  shall  be  granted  and 
recorded  on  a timeroll  by  the  department  from  which  laid  off  on  the  basis  of  a 
temporary  requisition  to  provide  funds  for  such  vacation. 

Section  21,03.  PART-TIME  POSITIONS. 

Employees  appointed  to  positions  less  than  full-time,  but  who  work 
a regularly  assigned  schedule  shall  be  entitled  to  proportionate  vacation  based  on 
such  regular  schedule.  Employees  appointed  for  intermittent  part-time  work  and  who 
are  not  assigned  to  a regular  schedule  shall  not  be  entitled  to  vacation  for  such 
employment.  In  the  event  of  dispute,  the  Commission  .shall  be  the  final  judge  as 
to  whether  a part-time  employment  constitutes  a regular  or  irregular  schedule. 


RULE  22 

LEAVES  OF  ABSENCE  WITHOUT  PAY 


Section  22.01.  SHORT  TITLE. 

Leaves  of  absence  without  pay,  hereinafter  in  this  Rule  referred 
to  as  "leaves",  shall  be  governed  by  the  provisions  of  this  Rule. 

Section  22.02.  GENERAL  PROVISIONS. 

(a)  Leave  requests  are  subject  to  approval  by  the  appointing 

officer. 

(b)  A request  for  leave  of  more  than  five  (5)  working  days  must  be 
made  on  forms  provided  by  the  Commission. 

(c)  A civil  service  regular  permanent  appointee  requesting  leave 
must  have  completed  the  probationary  period. 


(d)  A temporary  appointee  is  limited  to  leave  not  to  exceed  ten 
(10)  working  days  in  any  one  certification  period  and  then  only  if  replacement  of 
such  appointee  is  not  required*  In  the  case  of  sick  leave,  such  ten  (10)  day  limi- 

'tation  may  be  extended  upon  the  approval  of  the  appointing  officer  for  such  period 
as  the  appointing  officer  will  indicate  that  a replacement  is  not  required,  but 
not  to  exceed  the  original  duration  of  employment  as  stated  on  the  requisition,, 

(e)  Leave  requests  shall  be  forwarded  to  the  Personnel  Department 
for  recordation  and  approval,  provided  that  the  Commission  may  authorize  an  appoint- 
ing officer  to  act  upon  and  retain  leave  requests,  and  provided  further  that  such 
requests  be  maintained  in  a manner  to  be  available  for  aduit  by  the  Personnel  Depart- 
ment, 


(f)  An  appointing  officer  shall  not  require  an  employee  to  sign  a 
resignation  form  as  a condition  of  approval  of  a leave. 

Section  22,03,  PERSONAL  LEAVE, 

(a)  Except  as  otherwise  provided  in  this  section,  request  for 
leave  for  personal  reasons  other  than  those  reasons  specifically  provided  for  in 
this  Rule,  may  be  approved  for  a period  not  to  exceed  one  (1)  month  for  each  six 
(6)  months  of  permanent  service  up  to  a maximum  of  nine  (9)  months'  leave, 

(b)  An  employee  who  has  been  on  personal  leave  for  an  aggregate 
of  nine  (9)  months  within  a period  of  one  (1)  year  may  be  given  consideration  for 
sfurther  leave,  but  not  to  exceed  nine  (9)  months,  after  a year  of  subsequent  ser- 
vice  from  the  conclusion  of  the  last  leave,  provided  that  the  Commission  may  ap- 
prove up  to  two  (2)  weeks  additional  leave  in  cases  of  hardship  or  emergency, 

(c)  Personal  leave  for  the  purpose  of  accepting  temporary  employ- 
ment outside  of  the  city  service  in  a position  that  would  give  experience  to  the 
employee  that  would  make  him  more  valuable  to  the  city  service,  may  be  granted  for 
a period  of  six  (6)  months.  Upon  recommendation  of  the  appointing  officer,  such 
leave  may  be  extended  for  six  (6)  month  periods  but  not  to  exceed  two  (2)  years, 
provided  that  in  consideration  for  such  extended  leave,  the  employee  shall  sign  an 
agreement  that  he  will  return  to  his  city  employment,  and  that  he  will  not  of  his 
own  volition  terminate  his  city  employment  for  a period  of  at  least  one  (1)  year 
after  his  return.  Such  agreement  shall  provide,  in  the  case  of  failure  to  comply, 
for  a penalty  clause  of  payment  to  the  city  of  an  amount  equivalent  to  one  month's 
gross  salary  of  the  employee  which  shall  be  payable  to  the  city  under  the  provisions 
of  Section  10,27-1  through  -6  of  the  Administrative  Code, 

-S«ctdon-22r04,  LEAVE  TO  ACCEPT  OTHER  CITY  AND  COUNTY  POSITION,  - 

A leave  request  to  accept  non«civil  service,  exempt  Or  limited 
tenure  appointment,  in  another  classification  in  the  city  service  may  be  approved 
JEor  the  duration  of  such  other  employment. 

Section  22,05.  SICK  LEAVE  WITHOUT  PAY, 

(a)  Sick  leave  without  pay  may  be  approved  for  the  period  of  the 
illness  provided  that  requests  for  prolonged  leave  shall  be  renewed  every  six  (6) 
months  and  provided  further  that  such  leave  shall  not  be  extended  beyond  a period 
of  three  (3)  continuous  years  unless  the  civil  service  examining  physician  advises 
that  there  is  a reasonable  probability  that  the  employee  will  be  able  to  return  to 
his  employment. 
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RULE  22 

(Amendment  adopted  Jan.  3,  1977;  Effective  Jan.  5,  1977) 


SECTION  22.04  LEAVE  TO  ACCEPT  OTHER  CITY  AND  COUNTY  POSITION 

a)  A leave  to  accept  exempt  or  temporary  appointment  in  another 
classification  in  the  City  and  County  service  may  be  approved  for  the 
duration  of  such  other  appointment. 

b)  Denial  of  such  leave  by  the  appointing  officer  may  be  appealed 
to  the  Civil  Service  Commission  whose  decision  is  final. 


(b)  An  appointing  officer  who  has  reason  to  believe  that  an  em- 
ployee is  not  medically  or  physically  able  to  return  to  duty  after  a sick  leave 
without  pay  of  more  than  five  (5)  days,  may  require  the  employee  to  present  a 
medical  report  from  his  personal  physician  certifying  as  to  his  medical  or  physical 
competency,  or  the  appointing  officer  may  refer  the  employee  to  the  Personnel 
Department  for  medical  examination  to  determine  the  competency  of  the  employee  to 
return  to  his  duties-  If  found  to  be  not  medically  or  physically  competent  to  re- 
turn to  his  employment,  the  appointing  officer  may  require  the  appointee  to  remain 
in  a sick  leave  without  pay  status  until  such  time  as  the  employee  is  found  to  be 
competent  to  return  to  his  employment  The  employee  may  appeal  such  action  of  the 
appointing  officer  to  the  Commission-,  Upon  review  of  all  of  the  evidence,  in- 
cluding the  medical  report  from  a civil  service  examining  physician,  the  Commission 
shall  make  such  decision  as  it  may  deem  just,  which  action  of  the  Commission  shall 
then  be  in  force  - 

(c)  An  appointing  officer  who  has  definite  evidence  that  an  env- 
ployee  is  not  medically  or  physically  competent  to  perform  his  duties,  and  if 
allowed  to  continue  in  his  employment  may  represent  a risk  to  himself  or  to  his 
fellow  workers  or  to  the  public,  may  require  such  employee  to  present  a medical 
report  from  his  personal  physician  or  from  a Commission  examining  physician  certi- 
fying as  to  the  employee’s  medical  or  physical  competency  to  perform  his  duties 

If  the  employee  refuses  to  obtain  such  physician's  certificate,  the  appointing 
officer  may  then  place  the  employee  on  ®ick  leave  without  pay  (or  sick  leave  with 
pay  if  the  employee  has  sick  leave  with  pay  credits  due),  and  shall  immediately 
report  such  action  to  the  Commission-  Return  of  such  employee  to  his  position  shall 
be  as  provided  in  Section  22  05(b)  above  An  employee  placed  on  leave  status  under 
the  provisions  of  this  section  may  appeal  to  the  Commission  and  the  employee  shall 
thereupon  be  immediately  referred  to  a Commission  examining  physician  for  examina- 
tion and  for  report  Upon  review  of  the  medical  report  and  such  other  evidence  as 
may  be  obtained  by  the  Commission,  or  evidence  that  may  be  presented  by  the  employee 
and  the  appointing  officer,  the  Commission  shall  make  such  decision  as  it  may  deem 
just,  including  an  order  for  payment  of  salary  for  work  time  lost  without  pay,  if 
the  action  of  the  appointing  officer  placing  the  employee  on  sick  leave  without 
pay  is  reversed,  which  action  of  the  Commission  shhll  then  be  in  force.. 

Section  22.06  EDUCATIONAL  LEAVE  - 

(a)  Leave  for  the  purpose  of  securing  additional  education  in  a 
field  related  to  the  employee's  position  may  be  granted  for  the  period  required  to 
complete  course  work  or  to  complete  work  for  a degree,  provided  that  if  such  leave 
is  for  a period  in  excess  of  one  (1)  year,  the  employee  shall  sign  an  agreement  to 
return  to  his  city  employment,  and  that  he  will  not  of  his  own  volition  terminate 
his  city  employment  for  a period  of  at  least  one  (1)  year  after  his  return.  Such 
agreement  shall  provide,  in  the  case  of  failure  to  comply,  for  a penalty  clause  of 
payment  to  the  city  of  an  amount  equivalent  to  one  month's  gross  salary  of  the 
employee  which  shall  be  payable  to  the  city  under  the  provisions  of  Section  10-27-1 
through  -6  of  the  Administrative  Code. 

(b)  Veterans  of  the  armed  forces  may  be  granted  educational  leave 
for  the  period  required  to  obtain  benefits  to  which  they  are  entitled  under  any  vo- 
cational or  other  training  or  educational  program  pursuant  to  laws  of  the  United 
States  or  the  State  of  California* 

(c)  Requests  for  educational  leave  that  extend  beyond  one  (1) 
year  shall  be  renewed  every  year 
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(d)  An  employee  whose  request  for  educational  leave  is  denied  by 
the  appointing  officer  may  appeal  to  the  Commission,  After  review  of  all  of  the 
circumstances,  the  Commission  shall  make  such  decision  as  it  may  deem  just,  which 
action  of  the  Commission  shall  then  be  in  forces 

(e)  An  employee  while  on  educational  leave  shall  not  accept  other 
employment  without  approval  of  the  Commission,  provided  that  during  school  vacation 
periods  an  employee  may  be  permitted  to  return  to  a vacant  position  in  his  classi- 
fication and  department,  or  to  other  city  employment  where  vacancies  exist,  and 
for  which  employment  he  is  qualified, 

(f)  Upon  expiration  of  educational  leave,  and  as  soon  as  records 
are  available,  the  employee  shall  present  to  the  Commission,  through  the  appointing 
officer,  a record  of  completed  educational  work,. 

Section  22, ,07*  CIVILIAN  SERVICE  IN  THE  NATIONAL  INTEREST, 

(a)  Leave  for  the  purpose  of  serving  with  a Federal,  State  or 
other  public  agency,  or  a non-profit  organization  in  a program  that  is  deemed  to  be 
in  the  national  or  general  public  interest  may  be  approved,, 

(b)  A leave  requested  under  the  provision  of  this  section  if  for 
longer  than  one  (1)  year  shall  be  renewed  at  the  end  of  the  first  year,  Such  a 
leave  shall  not  be  extended  beyond  a second  year  unless  the  appointing  officer 
certifies  that  the  further  continuance  of  such  leave  would  not  be  detrimental  to 
the  city  service,. 

(c)  The  Commission  shall  determine  whether  a leave  requested  under 
this  section  is  for  service  which  may  be  deemed  to  be  in  the  national  or  general 
public  interest* 

Section  22*08*  EMPLOYMENT  AS  EMPLOYEE  ORGANIZATION  OFFICER  OR  REPRESENTATIVE., 

(a)  Leave  requested  for  the  purpose  of  serving  on  a full-time 
basis  as  an  officer  or  representative  of  an  employee  organization  whose  membership 
is  limited  to  city  employees,  or  if  the  employee  organization  is  not  so  limited, 
then  to  serve  exclusively  as  an  officer  or  representative  only  of  city  employee 
members  of  such  employee  organization,  may  be  approved  for  the  duration  of  such 
service  with  the  employee  organization* 

(b)  An  employee,  who,  though  not  on  leave  of  absence  from  his 
city  position,  serves  as  an  officer  or  delegate  of  an  employee  organization  as  de- 
fined in  Paragraph  (a)  above,  may  be  granted  a leave  of  absence  for  the  purpose  of 
attending  a convention  or  other  type  of  business  meeting  of  his  employee  organiza- 
tion., An  employee  whose  request  for  such  leave  is  denied  by  the  appointing  officer 
may  appeal  to  the  Commission,,  After  review  of  all  of  the  circumstances,  the  Com- 
mission shall  make  such  decision  as  it  may  deem  just,  which  action  of  the  Commis- 
sion shall  then  be  in  force,. 

Section  22,09,  SEA  DUTY  AS  A LICENSED  OFFICER* 

Leaves  for  sea  duty  as  a licensed  officer  aboard  ships  operated  by 
or  for  the  United  States  Government  shall  be  granted  in  time  of  emergency  declared 
by  the  President  of  the  United  States  or  by  the  Congress,  or  while  any  Act  authori- 
zing compulsory  military  service  or  training  is  in  effect  Upon  expiration  of  a 


-49- 


■ 


. 


leave  approved  under  this  section,  the  employee  shall  present  to  the  Commission 
proof  of  such  service-  An  employee  granted  leave  in  accordance  with  this  section 
who  engaged  in  any  occupation  or  pursuit  other  than  that  for  which  the  leave  was 
granted  shall  be  deemed  to  be  absent  from  duty  without  leave  and  shall  be  subject 
to  the  provisions  of  Rule  25  - Absence  From  Duty  Without  Leave 

Section  22 ft10e  ABRIDGMENT  OF  LEAVE,, 

(a)  Leaves  shall  remain  in  force  for  the  period  granted  unless 
abridgment  is  approved  by  the  appointing  officer,,  Provided  that,  no  abridgment  of 
a leave  granted  under  Section  22. -,03  (Personal  Leave)  of  this  Rule  shall  be  approved 
if  such  abridgment  would  cause  the  layoff  of  an  appointee  from  a regular  civil  ser- 
vice list,  shall  require  two  (2)  weeks  prior  notice  to  the  appointing  officer,  pro- 
vided that  in  the  case  of  leave  taken  to  accept  other  city  appointment  (Section 
22*04),  where  such  second  appointment  is  terminated  without  prior  notice  to  the 
employee,  the  employee  may  then  immediately  abridge  such  leave. 

Section  22*11,  FAILURE  TO  RETURN  AFTER  EXPIRATION  OF  LEAVE « 

Failure  of  an  employee  to  return  to  duty  after  expiration  of  a 
leave  shall  be  deemed  to  be  abandonment  of  the  position  and  shall  be  recorded  as 
an  automatic  resignation  from  the  position,,  An  automatic  resignation  under  this 
section  will  be  subject  to  reconsideration  if  so  requested  by  the  employee  within 
thirty  (30)  calendar  days  from  the  date  of  expiration  of  the  leave,  provided  that 
if  an  employee  can  present  proof  that  he  was  incapable  of  communicating  with  the 
appointing  officer  because  of  being  involuntarily  detained  or  because  of  mental  in  - 
competency,  and  presents  such  proof  within  thirty  (30)  days  at  the  time  that  he  was 
able  to  so  communicate,  the  automatic  resignation  may  then  be  reconsidered* 

Section  22*12*  APPOINTMENTS  EXEMPT  FROM  CIVIL  SERVICE  EXAMINATION, 

Appointing  officers,  without  reference  to  the  Commission,  may  grant 
appointees  in  positions  exempt  from  civil  service  examination,  leaves  in  accordance 
with  the  provisions  of  this  Rule* 


RULE  23 

SICK  LEAVE  WITH  PAY 
Section  -23,01*  GENERAL  REQUIREMENT, 

Officers  other  than  elective  officers  and  members  of  Board  and  Com- 
missions, and  employees  of  the  School  Districts  (such  officers  and  employees  here- 
inafter referred  to  as  "employees1') , who  are  absent  from  their  duties  because  of 
illness  or  disability,  as  defined  in  this  Rule,  shall  be  granted  sick  leave  with 
pay  subject  to  the  provisions  of  this  Rule;  provided  that  employees  working  in  City 
departments  or  the  School  Districts  in  temporary  training  and  economic  assistance 
positions  provided  for  in  whole  or  in  part  by  Federal  or  State  funds  shall  be  ex- 
cluded from  the  provisions  of  this  Rule,  Sick  leave  with  pay  is  a privilege  recog- 
nized by  Charter  and  by  Ordinance  of  the  Board  of  Supervisors  and  should  be  re- 
quested and  granted  only  in  cases  of  absence  necessitated  because  of  illness  which 
incapacitates  the  employee  for  the  performance  of  his  duties  or  as  defined  below. 

Employees  are  prohibited  from  working  in  any  other  employment  when 
on  sick  leave  with  pay  status  from  their  regular  civil  service  position;  with  the 
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exception  that  after  considering  the  medical  reason  for  the  sick  leave  witn  pay,  the 
appointing  officer  with  the  approval  of  the  Commission  or  the  General  Manager, 
Personnel,  may  permit  the  employee  to  engage  in  a secondary  employment.  Violators 
of  this  provision  will  forfeit  two  (2)  times  the  period  of  sick  leave  with  pay  during 
which  period  the  employee  engaged  in  secondary  euployment. 

Section  23.02.  DEFINITION  OF  SICK  LEAVE. 

A leave  of  absence  granted  under  this  Rule  for  one  of  the  following 
reasons  shall  be  known  as  "sick  leave". 

(a)  Absence  necessitated  because  of  bona  fide  illness  or  injury  arising 
out  of  and  In  the  course  of  City  employment.  Absence  due  to  illness  or  injury  arising 
out  of  aid  in  the  course  of  employment  is  administered  under  the  rules  of  the 
Retirement  Board  and  is  referred  to  as  a "disability  leave".  Such  disability  leave 
may  be  supplemented  by  sick  leave  as  provided  in  Section  23.05  of  this  Rule. 

(b)  Absence  because  of  medical  or  dental  appointments. 

(c)  Absence  due  to  quarantine  established  and  declared  by  the  Department 
of  Public  Health  or  other  competent  authority,  but  only  for  the  period  of  such 
quarantine . 

(d)  Absence  necessitated  by  death  of  mother,  mother-in-law,  father, 
father-in-law,  husband,  wife,  child,  brother  or  sister,  any  person  related  by  family 
ties  who  is  permanently  residing  in  the  household  of  the  employees  provided  that  in 
such  case  the  leave  shall  not  extend  beyond  the  date  of  the  burial  of  said  deceased 
person,  or  shall  not  extend  beyond  the  third  (3)  day  after  the  date  of  death  of  such 
relative,  whichever  is  the  earlier,  provided  further,  that  if  burial  is  outside  of 
the  State  of  California,  one  additional  day  shall  be  granted.  The  "date  of  burial" 
shall  be  deemed  to  include  any  work  shift  which  begins  prior  to  6:00  a.m.  of  the 
morning  immediately  following  the  day  of  burial. 

(e)  Absence  necessitated  by  death  of  other  relatives,  but  leave  with  pay  in 
such  cases  shall  be  for  not  more  than  one  (1)  day  to  permit  attendance  at  the  funeral 
of  the  deceased. 

(f)  Absence  due  to  alcoholism  if  medically  diagnosed  by  a licensed 
physician  and  the  employee  is  receiving  assistance  or  has  agreed  to  an  approved  course 
of  treatment  approved  by  the  Commission. 

(g)  Absence  due  to  pregnancy  or  convalescent  period  following  childbirth; 
provided  that  the  length  of  the  leave  of  absence,  including  the  date  on  which  the  leave 
shall  commence  and  the  date  on  which  the  employee  shall  assume  duties,  shall  be 
determined  by  the  employee  and  the  employee's  physician.  (Sub-sec  .(gj  adopted  U/15/7U ) 

Section  23.03.  SERVICE  REQUIREMENT. 

Employees  who  have  served  under  appointment  to  a position  for  a 
total  of  six  (6)  months,  and  who  are  absent  because  of  illness  or  injury  as  defined 
in  Section  23.01  and  Section  23.02  (a)  of  this  Rule,  shall  be  entitled  to  sick  leave 
with  full  pay  as  provided  herein  during  their  occupancy  of  said  positions.  Sick 
leave  necessitated  because  of  absences  as  defined  in  (b),  (c),  (d)  and  (e)  of 
Section  23.02  of  this  Rule  may  be  granted  without  the  necessity  of  occupying  a 
position  for  any  period  of  time  and  may  be  granted  for  the  periods  of  time  as 
indicated  in  Section  23.02. 

Section  2 3 . 0U - SICK  LEAVE  CREDITS  - WHEN  NOT  EARNED. 

Sick  leave  credits  may  not  be  earned  for  overtime  worked. 
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Section  23.05.  SICK  LEAVE  EARNINGS  - PART-TIME  EMPLOYEES 


If  any  officer  or  employee  working  full-time  in  one  city  department 
earns  sick  leave  with  pay  for  the  full-time  position,  and  has  permission  to  be  em- 
ployed on  a part-time  basis  in  another  city  department,  such  employee  shall  not 
earn  sick  leave  credits  for  the  part-time  position. 

Section  23*06*.  SICK  LEAVE  WITH  PAY  COMPENSATION, 

Employees  assigned  to  positions  that  are  scheduled  on  a shift  basis 
shall,  when  on  sick  leave  with  pay,  be  paid  the  shift  differential  which  they  would 
have  earned  had  they  worked  during  the  same  period. 

Section  23*07,  CALCULATION  OF  SICK  LEAVE  CREDITS, 

(a)  Upon  completion  of  service  as  herein  required,  employees  shall 
be  credited  with  earning  thirteen  (13)  working  days  of  paid  sick  leave  per  completed 
year  of  paid  service;  provided  that  such  earned  sick  leave  shall  be  credited  on  a 
pro  rata  basis  based  upon  the  completion  of  regularly  scheduled  paid  service  for 
the  employee's  classification,  excluding  overtime,  but  including  holidays  and  other 
paid  absences. 


(b)  A break  in  service  of  more  than  six  (6)  months  by  a temporary 
employee  other  than  an  employee  designated  "holdover  temporary  employee",  will 
cause  prior  sick  leave  with  pay  earned  to  be  cancelled* 

(c)  Sick  leave  with  pay  when  not  used  shall  be  cumulative  but  the 
accumulated  unused  period  of  sick  leave  shall  not  exceed  the  equivalent  of  six  (6) 
months  regardless  of  the  length  of  service,  except  as  provided  in  Section  23,08 
hereof 


(d)  BONUS  SICK  LEAVE  CREDITS, 

At  such  time  as  an  employee  uses  sick  leave  with  pay  to  supple- 
ment disability  payments  for  Workmen's  Compensation,  sick  leave  with  pay  credits 
shall  thereafter  be  earned  at  a rate  of  two  (2)  times  the  regular  rate  until  the 
amount  of  sick  leave  credits  used  to  supplement  disability  payments  for  Workmen's 
Compensation  is  made  up* 

(e)  Platform  employees  of  the  Municipal  Railway  who  are  paid  for 
report  time  but  who  do  not  work  a full  day  will  accrue  eight  (8)  hours  work  credit 
toward  sick  leave  with  pay  benefits  for  such  days. 

Section  23,08,  ACCUMULATION  OF  SICK  LEAVE  * 

Employees  shall  be  entitled  to  sick  leave  with  pay  according  to  the 
schedule  in  Section  23o07,  in  additibntto  sick  leave  necessitated  because  of  ab- 
sence due  to  quarantine  or  death  of  relatives  until  the  maximum  of  an  equivalent 
of  six  (6)  months'  accumulation  has  been  reached,  at  which  time  deduction  shall  be 
made  from  accumulated  sick  leave  credits  of  any  absences  due  to  quarantine  or 
death  of  relatives;  provided  that  when  said  maximum  accumulation  of  an  equivalent  of 
six  (6)  months  has  been  reached,  and  thereafter  part  of  said  maximum  accumulation 
has  been  used,  the  used  part  of  said  maximum  may  again  be  replenished  according  to 
the  schedule  in  Section  23o07  for  each  subsequent  year  of  service. 
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Section  23*09,  EMPLOYEES  INJURED  BY  BATTERY, 

Any  officer  or  employee  absent  because  of  injury  sustained  by  reason 
of  any  battery  perpetrated  upon  him  by  another  person,  such  battery  occurring  while 
the  employee  is  engaged  in  the  performance  of  his  duties,  shall  be  entitled  to  sick 
leave  with  pay  without  the  necessity  of  occupying  a position  for  any  period  of  time, 
and  such  sick  leave  shall  not  be  charged  against  sick  leave  credits  as  provided  in 
Section  23„07e  Such  sick  leave  shall  not  exceed  the  six  (6)  months  maximum  authoris- 
ed by  Charter,  and  shall  not  be  sugiemented  by  other  sick  leave  credits.  Sick 
leave  granted  in  accordance  with  this  section  shall  be  used  to  supplement  disability 
leave  in  accordance  with  the  provisions  of  Section  23=>10n  Sick  leave  under  this 
section  shall  be  subject  to  approval  by  the  Civil  Service  Commission,  and  the  Com- 
mission shall  make  such  investigation  as  it  may  deem  necessary,  including  examina- 
tions by  physicians  designated  by  the  Commission,  to  determine  that  sick  leave  is 
properly  authorized  under  this  section. 

Section  23,10,  USE  OF  PARTIAL  SICK  LEAVE  TO  SUPPLEMENT  DISABILITY  LEAVE* 

Employees  who  are  absent  from  duty  because  of  disability  arising  out 
of  and  in  the  course  of  their  employment  are  governed  by  the  provisions  of  the 
State  Workmen’s  Compensation  Laws  and  in  the  rules  of  the  Industrial  Accident  Com- 
mission, The  allowance  of  benefits  and  leaves  of  absence  of  said  persons,  in  ac- 
cordance with  the  provisions  of  said  Act,  is  under  the  jurisdiction  of  the  Retire- 
ment Board®  At  the  option  of  an  employee  who  is  absent  from  duty  because  of  in- 
capacity caused  by  illness  or  injury  arising  out  of  and  in  the  course  of  employment, 
salary  may  be  paid  and  charged  against  earned  and  unused  sick  leave  credits,  Sal» 
ary  so  paid  shall  be  the  amount  which  when  added  to  disability  indemnity  payable 
under  the  Workmen's  Compensation  Law,  will  equal  the  normal  salary  of  the  employee 
in  his  municipal  position  for  his  regular  work  schedule  effective  at  the  commence- 
ment of  the  disability,,  The  salary  shall  be  authorized  on  separate  payrolls  or 
timerolls  prepared  by  the  department  in  which  the  officer  or  employee  is  engaged, 
only  after  certification  by  the  Retirement  Board  of  the  amount  of  the  disability 
indemnity  benefit,  if  any,  paid  for  the  period® 

Provided  further,  that  salary  may  be  paid  on  regular  payrolls  and 
charged  against  sick  leave  credits  during  the  first  seven  (7)  calendar  days  of 
such  absence  without  requiring  a signed  option  statement  by  the  officer  or  employee 
and  without  certification  of  the  Retirement  Boarda  Such  salary  shall  be  based  on 
the  employee's  normal  rate  of  pay  and  regular  work  schedule**  In  cases  where  sal- 
ary has  been  paid  during  such  seven  (7)  day  period  and  subsequently  it  is  determined 
by  the  Retirement  Board  that  the  officer  or  employee  is  entitled  to  disability  in- 
demnity payments  during  such  period,,  then  provision  shall  be  made  for  reimbursement 
to  the  appropriate  city  fund  of  an  amount  derived  from  the  disability  indemnity 
payments  as  shall  reduce  the  amount  of  sick  leave  salary  paid  from  such  fund,  to 
what  it  would  have  been  if  partial  salary  had  been  paid  as  provided  above  to  sup- 
plement the  disability  indemnity  payments  to  which  the  employee  subsequently  became 
entitled*  The  record  of  the  employee's  earned  and  unused  sick  leave  credits  shall 
be  adjusted  accordingly©  The  reimbursement  and  readjustment  procedure  described  in 
this  paragraph  shall  apply  also  to  any  case  in  which  an  employee  receives  sick 
leave  salary  because  of  an  absence  not  then  known  to  be  due  to  disability  caused 
by  illness  or  injury  arising  out  of  and  in  the  course  of  employment  but  is  subse- 
quently determined  to  be  due  to  such  disability®  Payment  of  sick  leave  salary 
followed  by  reimbursement  to  the  appropriate  City  and  County  fund  from  disability 
indemnity  benefits  shall  be  in  satisfaction  and  discharge  of  the  obligation  of  the 
City  to  pay  such  benefits  up  to  the  amount  of  such  benefits  used  as  reimbursement* 
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Section  23*11.  APPLICATION  FOR  SICK  LEAVE 


Applications  for  sick  leave  shall  be  made  to  the  head  of  the  depart- 
ment in  which  the  person  making  said  application  is  employed;  provided  that  the 
Manager  of  Utilities,  the  Director  of  Public  Works,  the  Director  of  Public  Health 
and  the  Director  of  Finance  and  Records  may  authorize  the  head  of  any  department, 
bureau,  division  or  officer,  under  their  respective  jurisdiction  to  approve  the 
allowance  of  sick  leaves  of  absence,,  When  any  application  for  a sick  leave  of 
absence  is  denied  by  the  respective  persons  herein  authorized  to  grant  the  same, 
the  applicant  may  appeal  to  the  Commission,,  The  Commission  shall  cause  the  facts 
to  be  investigated  and  may,  upon  said  investigation,  make  such  order  in  the  premises 
as  the  Commission  shall  deem  just,  which  order  shall  be  final „ 

No  sick  leave  exceeding  five  (5)  days  shall  be  gtanted  to  any  per 
son  unless  there  is  presented  by  the  person  asking  for  said  sick  leave  and  with  the 
application  therefor,  a physician’s  certificate  stating  the  necessity  for  said  sick 
leave,  provided  hcwever,  that  a certificate  of  a doctor  of  dental  .surgery  stating 
the  necessity  for  sick  leave  because  of  oral  surgery  may  be  accepted,  and  provided 
further  a statement  from  an  accredited  Christian  Science  practitioner  or  one 
authorized  to  practice  as  such  by  the  First  Church  of  Christ  Scientist  in  Boston, 
Massachusetts,  certifying  to  treatment  and  the  need  therefor  may  be  accepted  in  lieu 
of  a physician’s  certificate  covering  illness  of  a person  who  is  an  adherent  to  the 
teachings  of  Christian  Science  and  relies  thereon  for  healing.  The  head  of  the 
department  or  other  officer  to  whom  said  application  is  made  may  make  such  inde- 
pendent investigation  as  to  the  necessity  for  said  sick  leave  as  he  shall  deem 
proper,,  When,  in  the  case  of  a sick  leave,  pay  is  allowed  for  the  period  of  the 
first  five  (5)  days,  or  any  part  thereof,  the  officer,  board  of  commission  granting 
the  same  shall  certify  to  the  Commission  that  he  has  investigated  the  case  and  has 
found  it  deserving*, 

A doctor’s  certificate  will  be  required  for  any  sick  leave  with 
pay  in  excess  of  two  (2)  days  taken  within  the  two  (2)  month  period  immediately 
preceding  resignation,  provided  that  if  an  employee  leaves  the  service  by  resigning 
and  has  been  granted  sick  leave  with  pay  in  excess  of  two  (2)  days  during  the 
aforementioned  two  (2)  month  period  and  has  not  presented  a doctor's  certificate, 
the  amount  of  such  sick  leave  With  pay  shall  be  withheld  from  his  final  check  or 
his  retirement  contributions. 

If  there  is  a break  in  service  of  more  than  twenty  (20)  days 
following  resignation,  prior  sick  leave  credits  shall  be  lost,,  Employees  must  start 
anew  to  earn  sick  leave  with  pay  credits,. 

Section  23*12,  REPORTS  TO  PERSONNEL  DEPARTMENT* 

The  officer  granting  sick  leave  shall  immediately  report  the  action 
to  the  Personnel  Department,  provided  that  the  Commission  may  authorize  an  appoint- 
ing officer  to  review  and  act  upon  such  request  for  leave  of  absence  and  to  retain 
the  leave  form  in  such  manner  as  to  be  available  for  audit,  review  of  analysis  by 
the  Commission  staff*  When  so  authorized  to  approve  and  retain  leave  requests,  the 
appointing  officer  shall  certify  on  the  timeroll  that  approval  of  leave  of  absence 
has  been  in  accordance  with  the  provisions  of  law  and  rules  of  the  Commission*  Ap- 
pointing officers  who  are  authorized  to  review  and  retain  leave  request  forms  are 
further  authorized  to  withhold  delivery  of  pay  warrants  to  employees  who  fail  to 
submit  leave  forms  as  required  by  this  section*  The  Commission  or  General  Manager, 
Personnel  may  at  any  time  make  such  independent  investigation  as  shall  be  deemed 
proper  regarding  the  illness  of  any  person  on  sick  leave* 
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Section  23,13-  TIMEROLLS, 


Sick  leaves  with  pay  granted  under  this  rule  shall  be  indicated  on 
timerolls  by  appropriate  symbols  designated  by  the  Controller, 

Section  23.14.  RETIREMENT  AUTOMATICALLY  TERMINATES  LEAVE  OF  ABSENCE, 

Except  as  otherwise  provided  in  this  Rule,  whenever  a leave  of  ab- 
sence has  been  granted  under  this  Rule  to  any  officer  or  employee,  and  such  officer 
or  employee  during  such  leave  is  retired,  his  leave  of  absence  shall  automatically 
terminate  on  the  date  of  his  retirement , 

Section  23,14..!  DISPOSITION  OF  SICK  LEAVE  BALANCE  REMAINING  AT  TIME  OF  RETIREMENT 
OR  DEATH  OR  SEPARATION  CAUSED  BY  INDUSTRIAL  ACCIDENT,  ("Employee" 
means  officer  or  employee). 

Sick  leave  remaining  to  the  credit  of  an  employee  upon  the  effective 
date  of  his  retirement  for  service  or  disability,  or  upon  the  date  of  his  death  or 
upon  the  date  of  separation  caused  by  industrial  accident,  shall  be  disposed  of  as 
follows: 

Upon  retirement  or  separation  on  account  of  industrial  accident  - 

The  employee  shall  be  paid  in  accordance  with  the  schedule  of  ser- 
vice requirements  and  allowances  indicated  below  for  the  unused  period  of  accumu- 
lated sick  leave  at  the  base  rate  of  pay  excluding  any  overtime  or  premium  rates 
whatsoever,  and  provided  that  such  payments  shall  be  limited  to  a maximum  of  six 
(6)  months  sick  leave. 

Upon  death  - 


The  estate  of  such  employee  shall  be  paid  in  accordance  with  the 
schedule  of  service  requirements  and  allowances  indicated  below  for  the  unused 
period  of  accumulated  sick  leave  at  the  base  rate  of  pay  excluding  any  overtime  or 
premium  rates  whatsoever,  and  provided  that  such  payments  shall  be  limited  to  a 
maximum  of  six  (6)  months  of  sick  leave. 


Schedule  of  Service  Requirements  and  Allowances  for  Payment  for 
Unused  Accumulated  Sick  Leave  at  the  Time  of  Retirement,  Separa- 
tion  on  Account  of  Industrial  Accident  or  Death, 


Service  Requirement 

Amount  of  Cash  Payment 

(a) 

13  or  more  years  of  service 

100% 

(b) 

More  than  5 years  but 
15  years  of  service 

less  than 

50% 

(c) 

Up  to  and  including  5 
service 

years  of 

33-1/3% 

Payment  for  unused  sick  leave  as  herein  provided  shall  be  further 
subject  to  the  following:  ("Separation"  means  separation  caused 

by  an  industrial  accident), 

(a)  The  Civil  Service  Commission  shall  administer  the  provisions 
of  this  section. 
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(b)  Compensation  for  unused  sick  leave  credits  as  herein  pro- 
vided shall  be  payable  at  the  time  of  retirement,  separation 
or  death,  or  at  a later  date  -when  so  elected  by  the  employee, 
but  within  one  year  of  such  retirement,  separation  or  deaths 

(c)  Compensation  for  unused  sick  leave  credits  upon  retirement, 
separation  or  death,  is  to  be  based  on  the  rate  of  pay  of  the 
regular  permanent  classification  of  the  employee,  or  at  the 
rate  of  pay  of  a limited  tenure  employee  who  has  regular 
permanent  status  in  another  class  and  who  has  held  such  limited 
tenure  appointment  for  one  year  or  more. 

The  enactment  of  this  section  is  not  intended  to  constitute  addi- 
tional compensation,  nor  be  a part  of  the  rate  of  pay  of  the  employee,  but  is  reim- 
bursement for  accumulated  sick  leave  to  the  credit  of  the  employee  and  to  which  he 
would  have  been  entitled  if  he  had  not  retired,  separated  or  died. 

Section  23,15  POSITIONS  TO  WHICH  THIS  RULE  SHALL  NOT  APPLY , 

The  provisions  of  this  rule  shall  not  apply  to  certificated  em- 
ployees of  the  Board  of  Education  for  whom  sick  leaves  with  pay  are  governed  by 
State  law,  nor  to  positions  of  patrol  special  officers  appointed  by  the  Police 
Commission, 

Section  23,16,  OVERTIME  CREDITS  AS  SICK  LEAVE. 

Unused  overtime  credits  for  executive,  administrative  and  profes- 
sional personnel  who  do  not  receive  premium  pay  for  overtime  worked,  may  with  the 
approval  of  the  appointing  officer,  be  credited  to  sick  leave  account  when  sick 
leave  has  been  exhausted;  such  overtime  credits  shall  be  limited  to  overtime  earned 
during  the  current  or  prior  fiscal  year» 

Section  23,17,  POLICE  AND  FIRE  DEPARTMENTS, 

Sick  leaves  granted  to  members  of  the  uniformed  forces  of  the  Police 
and  Fire  Departments  shall  be  regulated  by  rules  adopted  respectively  by  the  Police 
and  Fire  Commission,  which  rules  and  amendments  thereto  shall  be  subject  to  the  ap- 
proval of  the  Commission,  and  when  so  approved  by  the  Commission  shall  be  deemed  as 
included  in  this  Rule;  provided  that  calculations  of  sick  leave  with  pay  credits 
for  employees  of  the  uniformed  forces  of  the  Police  and  Fire  Departments  shall  be  as 
provided  in  Section  23,07  of  this  Rule, 

Section  23,18,  OPENING  BALANCE  CREDITS, 

When  the  new  provisions  for  calculating  sick  leave  credits  are  in 
force,  the  opening  balance  credit  shall  be  the  number  of  hours  of  sick  leave  with 
pay  credit  recorded  on  the  official  records  in  the  Personnel  Department  as  of  Janu- 
ary 1,  1969;  sick  leave  credits  subsequent  to  this  date  shall  be  maintained  in  ac- 
cordance with  the  provisions  of  this  Rule, 

Section  23e19„  EFFECTIVE  DATE, 

This  sick  leave  rule  shall  be  effective  on  January  1,  1969, 


. 
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RULE  24 


MILITARY  LEAVE 

Section  24*01*  MILITARY  LEAVE  - AUTHORITY,, 

Military  leave  is  governed  by  the  provisions  of  the  State  Military 
and  Veterans  Code  and  by  charter  provision  when  not  in  conflict  with  the  Military 
and  Veterans  Code,  and  by  this  Rule* 

Section  24*02*  MILITARY  LEAVE  - EMPLOYEES  ELIGIBLE, 

(a)  Employees  who  are  members  of  the  National  Guard,  Naval  Militia, 
or  members  of  the  reserve  corps  or  force  in  the  federal  military  or  naval  service 
(including  the  Coast  Guard),  are  eligible  for  military  leave* 

(b)  In  time  of  war  employees  shall  be  granted  military  leave  for 
sea  duty  aboard  ships  operated  by  or  for  the  United  States  Government* 

Section  24*03*  MILITARY  LEAVE  - TEMPORARY  DUTY* 

Ordered  military  duty  that  does  not  exceed  one  hundred  and  eighty 
(180)  days,  including  the  time  involved  in  going  to  and  returning  from  such  duty, 
is  temporary  military  leave* 

Section  24*04*  MILITARY  LEAVE  - OTHER  THAN  TEMPORARY* 

Ordered  military  duty  during  time  of  war  or  national  emergency  pro- 
claimed by  the  President  or  Congress,  or  while  conscription  is  in  effect,  shall  be 
for  the  period  of  military  service  and  for  a period  not  to  exceed  three  (3)  months 
after  the  conclusion  of  such  service  but  not  later  than  six  (6)  months  after  the 
expiration  of  the  war,  emergency  of  conscription  act* 

Section  24*05*  PROOF  OF  DUTY, 

Requests  for  military  leave  shall  be  forwarded  to  the  Personnel 
Department  together  with  a copy  of  the  orders  for  military  duty*  Upon  release  from 
such  military  duty,  a copy  of  the  discharge  or  release  shall  be  presented  to  the 
Personnel  Department* 

Section  24*06*  MILITARY  LEAVE  - SALARY* 

Employees  who  have  been  in  the  employ  of  the  City  and  County  for  a 
period  of  not  less  than  one  (1)  year  continuously  prior  to  the  date  upon  which 
military  leave  begins,  shall  receive  their  regular  salary  or  compensation  for  a 
period  not  to  exceed  thirty  (30)  calendar  days  of  such  military  leave  in  any  fiscal 
year,  nor  more  than  thirty  1(30)  calendar  days  during  any  period  of  continuous  mili- 
tary leave* 

Section  24*07*  MILITARY  LEAVE  - PROBATIONARY  APPOINTEE* 

Military  leave  taken  during  a probationary  period  does  not  extend 
such  probationary  period* 

Section  24*08*  MILITARY  SERVICE  - ELIGIBLE  NOT  REACHED  FOR  APPOINTMENT  WHILE  IN 
SERVICE  - TIME  OF  WAR, 

An  eligible  on  a regular  civil  service  list,  in  the  military  service 
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during  time  of  war  or  during  any  emergency  lawfully  declared  by  the  President  of 
the  United  States,  who  presents  an  honorable  discharge  or  certificate  of  honorable 
active  service  within  one  (1)  year  from  the  date  of  release  from  military  service, 
shall  be  preferred  for  appointment  for  a period  of  four  (4)  years  after  the  procla- 
mation of  peace,  or  the  termination  of  the  emergency,  in  the  order  of  standing  upon 
the  eligible  list  at  the  time  of  entrance  into  military  service. 

Section  24,09.  MILITARY  SERVICE  - ELIGIBLE S REACHED  FOR  APPOINTMENT  WHILE  IN  THE 

SERVICE. 

(a)  If  while  in  the  military  service,  the  name  of  an  eligible  was 
reached  for  certification  to  a permanent  position,  an  appointment  of  the  next  avail- 
able eligible  shall  be  made  pending  return  of  the  eligible  from  military  service. 

If  the  eligible  presents  an  honorable  discharge  or  certificate  of  honorable  active 
service  within  one  hundred  and  twenty  (120)  days  from  the  date  of  release  from 
military  service,  he  shall  be  certified  to  a position  in  the  class  for  which  he  was 
so  reached,  and  for  all  purposes  of  seniority,  the  date  of  certification  shall  be 
deemed  to  be  the  date  when  the  eligible  was  reached  for  certification  while  in  the 
military  service,. 


(b)  An  appointee  certified  in  accordance  with  this  section  shall 
serve  the  Charter  required  probationary  period* 

(c)  An  eligible  for  entrance  appointment  as  Policeman  or  Fireman 
shall  not  be  certified  in  accordance  with  this  section  if  he  was  over  the  age  limit 
required  by  Charter  at  the  time  he  was  reached  for  such  certification 

(d)  An  eligible  who  is  offered  appointment  in  accordance  with  the 
provisions  of  this  section  and  who  waives  appointment  and  is  subsequently  -certified 
after  withdrawal  of  waiver,  shall  have  seniority  for  all  purposes  as  of  the  date 

of  such  certification* 

Section  24*10,  MILITARY  SERVICE  - EMPLOYEES  OR  OFFICERS  NOT  SUBJECT  TO  CIVIL  SER- 
VICE EXAMINATION, 

(a)  Military  leave  to  an  elected  or  appointed  officer,  appointed 
for  a definite  period  of  time,  shall  not  be  extended  beyond  the  period  of  time  for 
which  elected  or  appointed,  provided  that  if  such  officer  is  re-elected  or  re- 
appointed, then  military  leave  shall  be  automatically  extended  for  such  ensuing 
period  of  time. 


(b)  Military  leave  to  an  employee  occupying  a position  exempt 
from  civil  service  examination,  shall  not  extend  beyond  the  period  of  time  for 
which  his  appointing  officer  was  elected  or  appointed. 


RULE  25 

ABSENCE  FROM  DUTY  WITHOUT  LEAVE 

Section  25*01*  WHEN  FIVE  DAYS  OR  LESS. 

Absence  from  duty  without  proper  authorization  for  any  period  of 
time  up  to  and  including  five  (5)  or  less  working  days,  shall  be  cause  for  disci- 
plinary action  by  the  appointing  officer® 
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Section  25.,02a  WHEN  OVER  FIVE  DAYS. 


Absence  from  duty  without  proper  authorization  in  excess  of  five 
continuous  working  days,  shall  constitute  abandonment  of  the  position  and  shall  be 
reported  to  the  Personnel  Department  and  recorded  as  an  automatic  resignation,, 

Such  resignation  shall  be  subject  to  reconsideration  by  the  Commission,  if  so  re- 
quested by  the  employee,  within  thirty  (30)  calendar  days  from  the  beginning  date 
of  the  unauthorized  absence. 

If  the  employee  can  present  proof  that  he  was  incapable  of  communi- 
eating  with  the  appointing  officer  and  presents  such  proof  within  thirty  (30)  cal- 
endar days  of  the  time  he  was  able  to  so  communicate,  the  automatic  resignation 
shall  then  be  subject  to  reconsideration  by  the  Commission,, 


RULE  26 

TEMPORARY  ASSIGNMENTS  OUTSIDE  OF  CLASSIFICATION 
Section  26„01o  TEMPORARY  ASSIGNMENTS  OUTSIDE  OF  CLASSIFICATION. 

(a)  No  person  shall  be  assigned  duties  outside  of  the  classifica- 
tion to  which  he  has  been  appointed,  provided  that  employees  shall  perform  any  duty 
to  which  his  chief  may  temporarily  assign  him* 

(b)  "Temporary  assignment8'  means  an  assignment  without  change  in 
classification  or  pay  to  duties  not  included  in  the  classification  to  which  the 
employee  is  regularly  appointed.  This  is  distinguished  from  "temporary  appoint- 
ment", which  for  the  purposes  of  this  section  refers  to  an  appointment  to  a dif- 
ferently classified  position  in  accordance  with  civil  service  and  budgetary  pro- 
vision So 


(c)  A temporary  assignment  shall  not  continue  beyond  thirty  (30) 
calendar  days  except  as  otherwise  provided  herein* 

(d)  A temporary  assignment  shall  not  be  made  when  1)  unfilled 
permanent  positions  in  the  classification  exist  in  the  department;  2)  employees  in 
such  classification  are  absent  on  leave  without  pay  status,  except  to  provide 
service  for  the  time  required  to  process  a temporary  requisition, 

(e)  When  it  is  known  that  temporary  services  are  required  for  a 
period  in  excess  of  thirty  (30)  calendar  days,  then  a temporary  appointment  shall 
be  made* 


(f)  When  a temporary  assignment  is  made  and  a thirty  (30)  calen- 
dar day  period  from  the  beginning  date  of  assignment  to  the  position  has  elapsed, 
and  it  is  then  determined  that  further  temporary  service  in  such  position  is  re- 
quired, further  temporary  assignment  will  not  be  authorized^  except  as  follows:; 

(g)  When  temporary  service  in  excess  of  thirty  (30)  calendar  days 
is  required  to  prevent  the  stoppage  of  essential  public  business,  and  funds  are 
not  available  for  a temporary  appointment,  then,  with  the  approval  of  the  General 
Manager,  Personnel,  and  the  Mayor,  a temporary  assignment  may  be  continued,  provided 
that  the  appointing  officer  shall  Immediately  request  approval  of  funds  for  a 
temporary  appointment*  Upon  the  availability  of  such  funds,  the  temporary  assign- 
ment shall  be  cancelled  and  a temporary  appointment  shall  be  made* 
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If  such  funds  are  not  approved,  then  the  temporary  assignment  shall 
be  cancelled,,  Pending  approval  of  funds,  the  continuation  of  such  temporary  assign- 
ment shall  be  subject  to  review  by  the  Commission,, 

(h)  Temporary  assignments,  the  reason  therefor  and  the  period  there- 
of, shall  be  immediately  reported  to  the  Personnel  Department  and  to  the  Mayor  for 
approval  and  recordation,  provided  that  records  of  temporary  assignments  of  less 
than  thirty  (30)  calendar  days  duration  need  not  be  so  reported  but  shall  be  main- 
tained in  the  department  in  such  form  as  to  be  available  for  review  or  audit  by  the 
Personnel  Department <,  It  is  the  responsibility  of  the  appointing  officer  and  of 

the  employee  involved  to  ascertain  that  temporary  assignments  are  so  reported  and 
recorded,,  Temporary  assignments  not  properly  reported  and  recorded  will  not  be  ap- 
proved by  the  Commission® 

(i)  The  regular  assignment  for  a minor  portion  of  the  work  days  of 
duties  which  are  enumerated  in  a different  classification,  but  which  are  generally 
related  to  the  regular  duties  of  the  employee,  will  be  approved  when  assignment  of 
such  duties  is  in  the  interest  of  the  service®  Any  assignment  of  such  duties 
shall  be  reported  immediately  to  the  Commission  for  approval  and  such  report  shall 
contain  the  nature  of  such  duties  and  the  reason  for  the  assignment  of  the  duties., 


RULE  27 

TEMPORARY  EXCHANGES  FOR  TRAINING  PURPOSES 
Section  27„01*  TEMPORARY  EXCHANGES  FOR  TRAINING  PURPOSES® 

Employees  holding  permanent  appointment  in  a regular  civil  service 
position  under  different  appointing  officers  may,  upon  their  written  request  and 
with  the  approval  of  the  appointing  officers  concerned  and  the  General  Manager, 
Personnel,  thereof,  be  exchanged  in  positions  in  the  respective  departments  for  a 
period  of  not  less  than  six  (6)  months  nor  more  than  one  (1)  year  for  training  and 
development  purposes;  provided  that  the  employees  so  exchanged  must  be  permanent 
employees  in  the  same  class  or  in  classes  deemed  by  the  General  Manager,  Personnel, 
to  be  closely  related  in  duties  and  responsibilities,  training  and  experience 
requirements;  and  further  provided  that  such  temporary  training  service  may  be 
terminated  by  either  appointing  officer  at  any  time  during  such  training  period. 

Employees  so  exchanged  will  remain  on  the  permanent  payroll  of  their 
regular  department  and  time  reports  will  be  maintained  in  the  second  department 
and  submitted  to  the  original  department  for  timekeeping  purposes Q Exchange  as- 
signments shall  be  recorded  on  employee  history  cards  and  employees  shall  be 
credited  for  the  performance  of  the  duties  in  the  exchanged  position®  Employees 
temporarily  assigned  for  training  and  development  under  this  section  of  the  rule 
will  be  considered  as  employees  of  the  original  department  for  any  disciplinary 
action  necessary  under  Sections  8 ®341  and  8®342  of  the  Charter® 
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RULE  28 


EMPLOYEE  TRAINING  REIMBURSEMENT  PROGRAM 

) 

Section  28.01.  WHO  MAY  APPLY  FOR  REIMBURSEMENT. 

Any  employee  or  officer  holding  regular  appointment  to  a full 
time  permanent  position  under  the  city,  or  the  school  districts,  who  has 
served  a minimum  of  one  (1 ) year  continuous  permanent  service  in  any  class 
immediately  prior  to  receipt  of  application,  may  apply  for  tuition  reimburse- 
ment in  accordance  with  the  provisions  of  this  Rule  and  the  provisions  of  the 
Administrative  Code.  Applications  for  reimbursement  shall  be  prepared  in 
duplicate  on  a special  form  provided  by  the  Personnel  Department;  the 
original  of  such  form  shall  be  forwarded  to  the  Personnel  Department,  a 
copy  shall  be  retained  by  the  employee.  Such  application  for  reimbursement 
shall  be  made  prior  to  the  date  of  enrollment  in  the  course  and  if  approved 
by  the  Commission,  reimbursement  shall  be  subject  to  successful  completion  of 
the  course  and  availability  of  funds.  The  employee  so  reimbursed  must  agree 
to  remain ‘in  the  employ  of  the  city  for  at  least  two  (2)  years  following 
completion  of  the  training  course.  If  an  employee  resigns  or  relinquishes 
from  the  city  within  the  two  (2)  year  period  and  withdraws  his  funds  from  the 
Retirement  System,  the  amount  of  the  tuition  reimbursed  shall  be  repaid  by  the 
employee  to  the  city  by  cash  payment  or  out  of  the  employee’s  last  pay  warrant 
or  retirement  earnings. 

Section  28.02.  TRAINING  FOR  PROMOTION  OR  ADVANCEMENT. 

An  eligible  employee  or  officer  may  apply  for  reimbursement 
for  a training  course  pertaining  to  the  duties  of  a higher  classification  when 
such  course  is  given  outside  of  regular  working  hours  by  an  accredited 
educational  institution.  Accredited  educational  institutions  shall  be  defined 
as  institutions  whose  courses  offered  for  credit  are  acceptable  for  regular1 
examination  given  by  the  Commission.  Subject  to  the  budgetary  and  fiscal 
provisions  of  the  Charter,  the  employee  or  officer  shall  be  reimbursed  one-half 
of  the  cost  of  tuition  for  said  course  if  attendance  has  been  approved  in 
advance,  and  funds  have  been  appropriated  and  are  available.  The  Commission 
will  verify  that  the  employee  has  satisfactorily  completed  the  course  with  a 
passing  grade.  If  the  course  is  not  graded,  or  is  not  a credited  course,  an 
official  transcript  or  other  official  document  from  the  accredited  school 
certifying  completion  of  the  course  shall  be  deemed  evidence  of  satisfactory 
completion. 

a)  No  reimbursement  shall  be  made  if  the  employee  or  officer 
is  eligible  to  receive  reimbursement  for  said  tuition  under  a Federal  or  State 
veterans  benefit  program,  or  from  other  public  funds. 

b)  An  employee  or  officer  whose  application  for  training  under 
the  provisions  of  this  section  does  not  receive  the  recommendation  of  his 
appointing  officer,  may  appeal  to  the  Commission,  The  Commission  shall  then 
inquire  into  the  reasons  of  the  appointing  officer’s  disapproval  of  such 
application  and  the  Commission  shall  thereupon  make  such  order  as  it  deems 
just,  which  said  order  shall  be  final. 
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Section  28,03.  TRAINING  FOR  WORK  IN  PRESENT  CLASSIFICATION. 
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Section  28,05.  20/20  WORK-TRAINING  PROGRAM. 
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RULE  29 

PART-TIKE  EMPLOYMENT  OR  ACTIVITY  IN  ADDITION  TO  FULL-TIME 
CIVIL  SERVICE  EMPLOYMENT 
Section  29.01.  CHARTER  RESTRICTION. 
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Section  29.02.  ADDITIONAL  PART-TIME  EMPLOYMENT. 


a)  Except  with  the  approval  of  the  Commission  as  herein  pro- 
vided, no  person  holding  a full  time  position  under  permanent  or  temporary 
civil  service  appointment  (other  than  officers  and  members  of  the  Fire  and 
Police  Departments  who  are  subject  to  the  rules  of  their  respective  Commission) , 
shall  engage  in  any  employment,  position  or  service  (hereinafter  for  purposes 
of  this  section  referred  to  collectively  as  "employment")  in  or  out  of  the 
service  of  the  city  in  which  he  is  required  to  perform  any  duties  for  another 
employer  or  appointing  officer,  and  for  which  he  is  to  receive  any  compen- 
sation in  any  form  including  salary,  wage,  fee,  commission  or  emolument;. 

b)  Officers  or  employees  who  offer  their  services  as  independent 
contractors  are  not  required  to  obtain  approval  of  the  Commission  under 
Section  29.02  of  this  Rule,  but  would  be  governed  by  the  provisions  of  Section 
29.03.  An  independent  contractor  is  one  who  is  rendering  services  for  another, 
is  not  under  the  control  and  direction  of  the  other,  but  is  in  the  pursuit 

of  an  independent  calling.  For  purposes  of  this  Rule,  whether  or  not  one  is 
an  independent  contractor,  may  be  determined  by  whether  from  income  for  the 
sec&nda'iy  activity,  deductions  are  made  f Or : workmen 1 s compensation,  social 
security  or  unemployment  insurance. 

c)  Approval  of  the  Commission  in  accordance  with  the  provisions 
of  this  Rule  shall  be  requested  on  a form  provided  by  the  Personnel 
Department.  Such  form  shall  include  the  following: 

1 ) Approval  of  the  appointing  officer. 

2)  A statement  reporting  the  nature  of  the  other  part-time 
employment . 

3)  The  usual  place  of  such  other  employment  and  the  work 
schedule  and  number  of  hours  of  service  required  of  the 
employee  per  day  and  per  week. 

4)  The  signature  of  the  official  or  person  for  whom  or 
under  whom  the  employment  is  to  be  performed,  and  a 
statement  by  such  person  that. he  understands  that  the 
employee  is  regularly  employed  in  the  city  service  on 
a full  time  basis. 

5)  A statement  that  approval,  if  granted,  shall  not  be  for 
more  than  six  (6)  months,  and  if  extension  is  desired, 
a new  request  form  must  be  submitted. 

d)  Requests  to  engage  in  additional  employment  under  the  pro- 
visions of  this  Rule  will  not  be  approved  by  the  Commission  unless  the  follow- 
ing conditions  are  complied  with: 

1 ) That  the  employment  will  not  impair  the  efficiency  or 
interfere  in  any  way  with  the  full  and  proper 
performance  of  the  employee  in  his  regular  civil 
service  employment. 

2)  That  the  employment  will  not  be  in  a field  where 
substantial  unemployment  exists. 

3)  That  reason  exists  such  as  economic  need  or  other 
special  reason  for  the  employee  to  engage  in  such 
employment . 

4)  That  the  performance  of  such  employment  is  in  no  way 
inconsistent,  incompatible  or  in  conflict  with  his  civil 
service  duties  or  responsibilities  of  his  department 

or  appointing  officer. 

-63- 


■ 




5)  That  the  performance  of  such  employment  would  not 
be  contrary  to  the  interests  of  the  city  service 
generally  or  would  not  lead  to  situations  which 
would  reflect  discredit  on  the  city  service. 

6)  That  such  employment  will  not  require  more  than 
twenty  (20)  hours  per  week  nor  more  than  three(3) 
hours  in  any  day,  nor  involve  any  duty  whatsoever 

of  the  employee  during  his  regular  civil  service  work 
schedule.  Exception  to  the  limitation  of  three  (3) 
hours  of  employment  on  any  day  may  be  made  by  the 
Commission  when  the  additional  employment  is  for  the 
purpose  of  accepting  relief  assignments  in  any 
emergency  service  of  the  city  government,  or  when  the 
Commission  deems  that  other  compelling  reason  exists 
for  approval  of  an  exception  to  the  three  (3)  hour  limitation. 

7)  That  the  employment  will  not  be  in  a hazardous  occupation 
that  would  involve  a substantial  risk  of  injury  to  the 
employee.  The  Commission  will  determine  whether  such 
employment  is  unduly  hazardous  and  will  be  guided  in  its 
determination  by  the  Manual  of  Rules,  Classifications  and 
Basic  Rates  for  Workmen's  Compensation  Insurance  as 
published  by  the  California  Inspection  Rating  Bureau. 

Section  29.03.  ACTIVITIES  OTHER  THAN  ADDITIONAL  EMPLOYMENT,  WHERE  INCOME, 

PROFIT,  OR  OTHER  GAIN  IS  OR  MAY  BE  ACCRUED. 

a)  No  officer  or  employee  shall  participate  in  any  activity 
or  enterprise  where  income,  profit  or  other  gain  is,  or  may  be  accrued,  which 
could  reflect  on  the  honor  or  efficiency  of  the  city  service,  or  which  could 
be  contrary  to  the  best  interests  of  the  city  service  in  anv  resDect, 

b)  Appointing  officers  shall  report  to  the  Commission  those 
activities  or  enterprises  which  in  accordance  with  the  provisions  of  this 
section  should  be  prohibited  to  specific  classifications  or  positions  or 
departmental  units  under  their  jurisdiction. 

c)  The  Commission  shall  calendar  such  report  of  the  appointing 
officer  for  hearing  and  shall  give  notice  of  such  hearing  to  parties  of 
interest.  If  the  report,  or  any  part  of  the  report  of  the  appointing  officer 
is  approved  by  the  Commission,  the  appointing  officer  shall  make  such  inform- 
ation concerning  the  approval  by  the  Commission  known  to  each  employee  affected, 
and  the  engagement  in  any  such  activity  or  enterprise  shall  thereafter  be 
prohibited. 


d)  No  officer  or  employee  shall  be  involved  through  secondary 
parties  in  the  engagement  of  any  activity  or  enterprise  which  he  is  prohibited 
from  engaging  in  directly,  nor  in  that  connection  shall  he  lend,  convey  or 
authorize  the  use  of  any  information  or  resources  under  his  control. 

Section  29.04.  PENALTIES. 

Violation  of  this  Rule  shall  be  deemed  insubordination,  subject 
to  disciplinary  procedure  as  provided  in  Sections  8.341  and  8.342  of  the  Charter. 
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Section  29.05.  GENERAL  MANAGER  TO  ACT  ON  REQUESTS 8 


The  General  Manager,  Personnel,  is  authorized  to  consider  and 
act  on  requests  for  approval  of  part-time  employment  or  activity  in  addition 
to  full  time  civil  service  employment  in  accordance  with  the  provisions  and 
requirements  of  this  Rule  and  subject  to  the  appeal  provisions  of  Rule  5, 
Section  5.07. 


RULE  30 

PERSONNEL  SERVICE  RECORDS 
Section  30.01.  PERSONNEL  SERVICE  RECORDS. 

The  Commission  shall  establish,  in  accordance  with  Charter  pro- 
vision, a personnel  service  record  system  for  the  purpose  of  compiling  inform- 
ation useful  in  the  evaluation  of  employees  for  promotion  and  other  purposes. 
Pending  the  establishment  of  an  effective  service  record  system,  appointing 
officers  are  required  to  submit  a "Report  of  Performance  of  Probationary 
Appointee"  which  will  be  filed  with  the  Personnel  Department  during  the 
fifth  (5)  month  of  the  employee's  probationary  period. 


RULE  31 
OVERTIME 

Section  31.01.  OVERTIME  COMPUTATION. 

Absence  from  duty  because  of  leave  with  pay,  military  leave, 
annual  vacation,  or  legal  holidays  shall  be  considered  as  time  worked  in 
computing  a work  week  for  overtime  purposes. 

Section  31.02.  SATURDAY  MORNING  WORK  SCHEDULE. 

Time  worked  on  Saturday  morning  in  a department  which  is  required 
to  be  open  Saturday  morning  for  the  conduct  of  public  business,  shall  not  be 
construed  as  overtime  worked.  Employees  so  working  shall  be  granted  one-half 
(1/2)  day  off  in  the  same  or  succeeding  week  in  lieu  of  the  one-half  (1/2)  day 
worked  on  such  Saturday  morning. 


RULE  32 
LAY-OFF 

Sectfbns32.01.  LAY-OFF  - PERMANENT  APPOINTEES  - BY  DEPARTMENT  - EXCEPTION. 

Lay-off  of  permanent  appointees  shall  be  by  class  in  the  department 
in  inverse  order  of  the  date  of  regular  permanent  certification  to  the  class. 

Lay-off  shall  be  treated  separately  under  each  appointing  officer  with  the  following 
exceptions 

Ap  .'Appoint eq  with  five  (5)  or  more  years  of  continuous  permanent 
service  immediately  sprier  to  a lay-off  in  the  class,  shall  have  the  right  to 
displace  an  appointee  with  less  than  five  (5)  years  of  such  continuous  permanent 
service  in  that  classification  in  any  department.  In  that  event,  lay-off  shall 
be  by  inverse  order  of  the  date  of  permanent  certification  in  the  class  in  the 
City  and  County  service. 
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Section  32.02.  LAY-OFF  - PERMANENT  APPOINTEES  - EXEMPT  WAIVER  POSITIONS  - 
BY  DEPARTMENT. 

Lay-off  of  permanent  appointees  certified  on  a requisition 
requiring  special  education,  training  or  experience,  pursuant  to  the  provisions 
of  Rule  14>  Section  14.01(d),  shall  be  laid  off  when  the  work  requiring  such  specia' 
qualifications  is  completed,,  provided  that  such  appointees  shall  have  rights 
to  continued  employment  within  their  classification  in  positions  where  a 
speciality  is  not  required  if  there  are  employees  in  such  positions  who  have  a 
later  date  of  appointment. 

Section  32.03.  LAY-OFF  « SPECIAL  PROVISIONS  - PERMANENT  PROMOTIVE  POSITIONS. 

a.  PROBATIONARY  PROMOTIONAL  APPOINTMENT. 

The  name  of  an  employee  laid  off  from  a promotive  appointment 
during  the  probationary  period  shall  be  returned  to  the  eligible  list  from  which 
promotion  was  made,  provided  that  such  list  is  still  in  existence. 

b.  REINSTATEMENT  TO  FORMER  CLASS. 

An  employee  laid  off  from  a promotive  appointment  shall  be 
reinstated  to  a position  in  the  class  and  department  from  which  he  was  promoted. 

If  necessary,  layoffs  in  the  classes  affected  shall  fallow. 

c.  REINSTATEMENT  FROM  TWO  STEP  PROMOTION. 

An  employee  laid  off  from  a permanent  promotive  appoint- 
ment that  is  two  or  more  steps  higher  than  the  permanent  position  from  which  promot 
shall  be  returned  to  an  established  position  in  the  immediately  direct  next 
lower  rank  in  the  department  in  which  the  layoff  occurs,  or  in  the  department 
from  which  promoted.  He  shall  serve  a probationary  appointment  in  such 
position.  If  necessary,  layoffs  in  the  classes  affected  shall  follow. 

d.  HIGHER  CLASSES  NOT  FILLED  BY  PROMOTIONAL  EXAMINATION. 

The  General  Manager,  Personnel,  may  order  that  the  pro- 
visions of  this  rule  shall  apply  to  appointees  in  higher  classifications  in  a 
classification  series  even  though  the  examination  for  such  higher  classifi- 
cation was  not  held  as  a promotive  examination,  or  where  appointees  were 
blanketed  in  to  such  higher  classifications. 

Section  32.04.  REINSTATEMENT  OR  APPOINTMENT  TO  POSITION  FROM  WHICH  LAID  OFF  - 
PROMOTIONAL  OR  ENTRANCE  POSITIONS. 

A permanent  appointee  to  a promotional  or  entrance  position  who 
is  laid  off  shall  be  deemed  a "holdover"  and  shall  have  the  right  for  a period 
of  five  (5)  years  from  the  date  of  layoff,  to  be  reinstated  to  a vacancy  in  a 
position  in  the  class  from  which  laid  off,  subject  to  the  following  conditions; 

a.  Permanent  Vacancy  In  Department  From  Which  Laid  Off. 

If  the  vacancy  is  in  a permanent  position  in  the  department 
from  which  layoff  occurred,  the  holdover  must  accept  reinstatement  or  loss 
of  all  reinstatement  rights  will  follow.  Such  reinstatement  will  automatically 
cancel  any  temporary  appointment. 
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b»  Temporary  Vacancy  In  The  Department  From  Which  Laid  Off. 

If  the  vacancy  is  in  a temporary  position  in  the  depart- 
ment from  which  the  layoff  occurred,  the  holdover  may  waive  temporary  appoint- 
ment if  he  is  permanently  employed  outside  of  the  city  service.  Such  waiver 
may  not  be  withdrawn  except  with  the  approval  of  the  General  Manager,  Personnel. 

c.  Vacancies  In  Other  Departments. 

If  the  vacancy,  whether  permanent  or  temporary,  is  in 
another  department  than  the  one  from  which  layoff  occurred,  the  holdover  shall 
have  the  right  for  appointment  ahead  of  eligibles  on  current  lists.  If  more 
than  one  holdover  is  to  be  considered,  preference  shall  be  given  to  the  hold- 
over with  the  longest  continuous  service  under  civil  service  permanent  appoint- 
ment in  the  class  involved.  Acceptance  of  permanent  appointment  to  another 
department  shall  be  subject  to  serving  a probationary  period  and  shall  cancel 
rights  to  reinstatement  to  the  department  from  which  the  layoff  occurred. 

Waiver  of  permanent  appointment  to  another  department  may  not 
be  thereafter  withdrawn  for  such  department. 

Waiver  of  temporary  appointment  to  another  department  may  not 
be  withdrawn  except  with  the  approval  of  the  General  Manager,  Personnel. 

d.  Extension  of  Holdover  Period. 

If  a holdover  does  not  resume  permanent  status  in  the  class 
from  which  he  acquired  such  status,  within  a five  (5)  year  period,  such  holdover 
status  shall  terminate  except  as  follows.  If  the  holdover  served  for  a sub-, 
stantial  period  of  time  during  the  five  (5)  year  period  under  temporary  appoint- 
ment in  the  class  from  which  laid  off,  the  Commission  upon  the  review  of  all 
the  circumstances  may  extend  the  holdover  status  for  such  specified  period  of 
time  as  it  may  deem  proper. 

Section  32.05.  LAY-OFF  TEMPORARY  APPOINTEES. 

a.  Order  of  Lay-off 

Layoff  of  temporary  appointees  required  within  a certifi- 
cation period  shall  be  by  class  within  a department  according  to  rank  on  the 
eligible  list.  Upon  completion  of  the  five  month  or  one  year  maximum  period 
of  temporary  certification,  as  provided  in  Rule  13,  Section  13.05,  appointees 
shall  be  laid  off  without  regard  to  rank  on  the  eligible  list. 

b.  Holdover  - Temporary  Appointees. 

A temporary  appointee  certified  from  a regular  eligible 
list  and  who  has  satisfactorily  served  under  full  time  temporary  appointment 
from  such  list  for  a period  of  periods  of  one  (1 ) year  or  more  during  the  life  of 
such  list,  shall  upon  expiration  of  the' list  be  termed  a "holdover-temporary 
appointee".  A holdover  temporary  appointee  shall  thereafter  for  a period  of 
five  (5)  years  have  preference  over  eligibles  on  subsequent  lists  for  certifi- 
f cation  to  temporary  appointments.  Such  preference  shall  continue  as  long  as 

the  appointee  served  satisfactorily  in  such  class  for  six  (6)  months  of  each  year 
of  the  five  (5)  year  period. 
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RULE  32 


idtaJ  lOllJflltf 


LAY-OFF 


Section  32.00.  ORDER  OF  SENIORITY  DURING  LAYOFF 

In  any  layoff  temporary  employees  in  a classification  in  a 
department  shall  be  laid  off  first,  followed  by  probationary  employees  and 
last,  permanent  employees.  If  the  temporary  employee  is  limited  tenure  or 
non-civil  service. the  temporary  employee  with  the  least  service  in  the  class 
in  the  department  -will  be  laid  off  first. 


Section  32.01.  LAY-OFF  - PERMANENT  APPOINTEES  - BY  DEPARTMENT  - EXCEPTION. 

Lay-off  of  permanent  appointees  shall  be  by  class  in  the  department 
in  inverse  order  of  the  date  of  regular  permanent  certification  to  the  class. 

Lay-off  shall  be  treated  separately  under  each  appointing  officer  with  the  following 
exception: 


An  Appointee  with  five  (5)  or  more  years  of  continuous  permanent 
service  immediately  .prior  to  a lay-off  in  the  class,  shall  have  the  right  to 
displace  an  appointee  with  less  than  five  (5)  years  of  such  continuous  permanent 
service  in  that  classification  in  any  department.  In  that  event,  lay-off  shall 
be  by  inverse  order  of  the  date  of  permanent  certification  in  the  class  in  the 
City  and  County  service. 


Section  32.02.  LAY-OFF  - PERMANENT  APPOINTEES  - EXEMPT  WAIVER  POSITIONS  - 
BY  DEPARTMENT . 

Lay-off  of  permanent  appointees  certified  on  a requisition 
requiring  special  education,  training  or  experience,  pursuant  to  the  provisions 
of  Rule  14,  Section  14.01(d),  shall  be  laid  off  when  the  work  requiring  such  special 
qualifications  is  completed,  provided  that  such  appointees  shall  have  rights 
to  continued  employment  within  their  classification  in  positions  where  a 
speciality  is  not  required  if  there  are  employees  in  such  positions  who  have  a 
later  date  of  appointment. 

Section  32.03.  LAY-OFF  - SPECIAL  PROVISIONS  - PERMANENT  PR0M0TIVE  POSITIONS. 

a.  PROBATIONARY  PROMOTIONAL  APPOINTMENT. 

The  name  of  an  employee  laid  off  from  a promotive  appointment 
during  the  probationary  period  shall  be  returned  to  the  eligible  list  from  which 
promotion  was  made,  provided  that  such  list  is  still  in  existence. 

b.  REINSTATEMENT  TO  FORMER  CUSS. 

An  employee  laid  off  from  a promotive  appointment  shall  be 
reinstated  to  a position  in  the  class  and  department  from  which  he  was  promoted. 

If  necessary,  layoffs  in  the  classes  affected  shall  fallow. 

c.  REINSTATEMENT  FROM  TWO  STEP  PROMOTION. 

An  employee  laid  off  from  a permanent  promotive  appoint- 
ment that  is  two  or  more  steps  higher  than  the  permanent  position  from  which  promoted, 
shall  be  returned  to  an  established  position  in  the  immediately  direct  next 
lower  rank  in  the  department  in  which  the  layoff  occurs,  or  in  the  department 
from  which  promoted.  He  shall  serve  a probationary  appointment  in  such 
position.  If  necessary,  layoffs  in  the  classes  affected  shall  follow. 


* 


— 


do  HIGHER  CLASSES  NOT  FILLED  BY  PROMOTIONAL  EXAMINATION. 


The  General  Manager,  Personnel,  may  order  that  the  pro- 
visions of  this  rule  shall  apply  to  appointees  in  higher  classifications  in  a 
classification  series  even  though  the  examination  for  such  higher  classifi- 
cation was  not  held  as  a promotive  examination,  or  where  appointees  were 
blanketed  in  to  such  higher  classifications. 

Section  32.04.  REINSTATEMENT  OR  APPOINTMENT  TO  POSITION  FROM  WHICH  LAID  OFF  - 
PROMOTIONAL  OR  ENTRANCE  POSITIONS. 

A permanent  appointee  to  a promotional  or  entrance  position  who 
is  laid  off  shall  be  deemed  a "holdover"  and  shall  have  the  right  for  a period 
of  five  (5)  years  from  the  date  of  layoff,  to  be  reinstated  to  a vacancy  in  a 
position  in  the  class  from  which  laid  off,  subject  to  the  following  conditions: 

a.  Permanent  Vacancy  In  Department  From  Which  Laid  Off. 

If  the  vacancy  is  in  a permanent  position  in  the  department 
from  which  layoff  occurred,  the  holdover  must  accept  reinstatement  or  loss 
of  all  reinstatement  rights  will  follow.  Such  reinstatement  will  automatically 
cancel  any  temporary  appointment. 


b.  Temporary  Vacancy  In  The  Department  From  Which  Laid  Off. 

If  the  vacancy  is  in  a temporary  position  in  the  depart- 
ment from  which  the  layoff  occurred,  the  holdover  may  waive  temporary  appoint- 
ment if  he  is  permanently  employed  outside  of  the  city  service.  Such  waiver 
may  not  be  withdrawn  except  with  the  approval  of  the  General  Manager,  Personnel. 

c.  Vacancies  In  Other  Departments. 

If  the  vacancy,  whether  permanent  or  temporary,  is  in 
another  department  than  the  one  from  which  layoff  occurred,  the  holdover  shall 
have  the  right  for  appointment  ahead  of  eligibles  on  current  lists.  If  more 
than  one  holdover  is  to  be  considered,  preference  shall  be  given  to  the  hold- 
over with  the  longest  continuous  service  under  civil  service  permanent  appoint- 
ment in  the  class  involved.  Acceptance  of  permanent  appointment  to  another 
department  shall' be  subject  to  serving  a probationary  period  and  shall  cancel 
rights  to  reinstatement  to  the  department  from  which  the  layoff  occurred. 

Waiver  of  permanent  appointment  to  another  department  may  not 
be  thereafter  withdrawn  for  such  department. 

Waiver  of  temporary  appointment  to  another  department  may  not 
be  withdrawn  except  with  the  approval  of  the  General  Manager,  Personnel. 

d.  Extension  of  Holdover  Period. 

If  a holdover  does  not  resume  permanent  status  in  the  class 
from  which  he  acquired  such  status,  within  a five  (5)  year  period,  such  holdover 
status  shall  terminate  except  as  follows.  If  the  holdover  served  for  a sub- 
stantial period  of  time  during  the  five  (5)  year  period  under  temporary  appoint- 
ment in  the  olass  from  which  laid  off,  the  Commission  upon  the  review  of  all 
the  circumstances  may  extend  the  holdover  status  fen?  such  specified  period  of 
time  as  it  may  deem  proper. 


\c.  Holdover  - Temporary  Appointees  - Ties. 

When  more  than  one  person  has  standing  as  a holdover 
temporary  appointee  in  the  same  classification,  preference  for  temporary 
appointment  shall  be  given  to  the  person  having  highest  rank  on  the  eligible 
list. 

Section  32.06.  LAY-OFF  - SPECIAL  CERTIFICATIONS. 

An  employee  certified  on  a requisition  requiring  certain 
specialities  noted  on  the  examination  announcement,  and  are  exempt  waiver 
positions,  in  accordance  with  the  provisions  of  Rule  14>  Section  14.01(d), 
shall  be  laid  off  when  the  work  requiring  such  special  qualifications  is 
completed.  Such  appointees  shall  have  rights  to  continue  in  the  employment 
within  their  classification  in  positions  where  a specialty  is  not  required 
if  there  are  employees  in  such  positions  who  have  a later  date  of 
appointment,  and  who  have  lower  eligibility  standing.  "Lower  eligibility 
standing"  also  includes  employees  in  such  positions  who,  though  having  a 
higher  ranking  on  the  eligible  list,  were  under  waiver  for  appointment 
to  such  positions. 


RULE  33 
RESIGNATION 


Section  33.01.  FORM. 

A resignation  shall  be  immediately  reported  to  the  Personnel 
Department  on  the  prescribed  form.  If  an  employee  resigns  without  complet- 
ing the  form,  but  otherwise  gives  notification  in  writing  of  his  resignation, 
such  notification  shall  be  attached  to  the  form  and  submitted  to  the 
Personnel  Department. 

Section  33.02.  APPROVALS. 

A resignation  must  be  approved  by  the  appointing  officer.  It 
must  also  be  approved  by  the  General  Manager,  Personnel,  when  services  have 
been  certified  as  satisfactory,  and  by  the  Commission  when  services  have  been 
certified  as  other  than  satisfactory. 

Section  33.03.  EFFECTIVE  DATE  - WHEN  FINAL. 

A resignation  shall  be  effective  as  of  the  effective  date 
entered  on  the  resignation  form.  The  approval  of  a resignation  by  the  General 
Manager,  Personnel,  or  Commission,  may  not  precede  the  effective  date.  Upon 
approval  of  a resignation  by  the  General  Manager,  Personnel,  or  Commission, 
the  resignation  action  shall  be  final  and  shall  not  be  reconsidered. 

Section  33.04.  SATISFACTORY  SERVICE  - PERMANENT  APPOINTEES. 

A permanent  appointee  who  resigns  and  whose  services  have  been 
certified  as  satisfactory  by  the  appointing  officer,  shall  be  permanently 
separated  from  such  appointment  except  as  follows 

a.  Upon  his  request,  within  a one  (.1 ) year  period  after  the 
effective  date  of  the  resignation,  the  resignee  with  the  approval  of  the 
General  Manager,  Personnel,  may  be  appointed  ahead  of  eligibles  to  a vacancy  in  a 
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RULE  33 

(Amendment  adopted  Jan.  3,  1977;  Effective  Jan.  5,  1977) 

33.04  SATISFACTORY  SERVICE  - PERMANENT  APPOINTEES 

A permanent  appointee  who  resigns  and  whose  services  have  been 
certified  as  satisfactory  by  the  appointing  officer,  shall  be  permanently 
separated  from  such  appointment  except  as  provided  elsewhere  in  these 
Rules. 


permanent  position  in  the  class  from  which  he  resigned,  provided  that  no 
resignee  may  be  offered  appointment  by  reinstatement  ahead  of  any  available 
eligible  who  has  higher  rank  on  the  same  eligible  list.  The  right  for 
appointment  under  this  provision  will  remain  in  effect  for' the  life  of  the 
most  recently  adopted  eligible  list  or  two  (2)  years  after  the  effective 
date  of  the  resignation,  whichever  is  later.  Such  appointment  shall  be  further 
subject  to  the  followings 

1 » If  a vacancy  does  not  exist  in  the  classification  from 
which  resigned  from  city  service,  a resignee  from  a promotive  classification  may 
re-enter  the  service  to  a vacancy  in  his  former  next  lower  rank  classification 
in  any  department® 

2.  That  when  re-appointed,  he  shall  enter  the  service  as  a new 
appointee  with  no  rights  based  on  prior  service  except  such  as  may  be  specifi- 
cally provided  in  the  vacation,  sick  leave  and  Salary  Standardization  Ordinance, 
and  in  the  examination  procedures  with  respect  to  credit  for  prior  City  and 
County  service. 

Section  33.05.  SATISFACTORY  SERVICE  - PROBATIONARY  OR  TEMPORARY  APPOINTEES. 

An  employee  under  probationary  or  temporary  appointment  who 
resigns  and  whose  services  have  been  certified  as  satisfactory  by  the  appoint- 
ing officer,  shall  be  removed  from  the  eligible  list  from  which  appointed 
subject  to  the  following; 

a)  If  the  resignee  so  requests,  and  with  the  approval  of  the 
General  Manager,  Personnel,  his  name  may  be  returned  to  the  eligible  list  from 
which  appointed  under  waiver  as  follows; 

1,  If  the  resignation  was  from  probationary  status,  the  waiver 
shall  be  for  all  appointment. 

2.  If  the  resignation  was  from  temporary  status,  the  waiver 
shall  be  for  temporary  appointment. 

b)  The  name  of  a resignee  from  temporary  status  shall  be  placed 
under  waiver  of  temporary  appointment,  on  any  other  eligible  list,  subject  to 
the  rule  on  withdrawal  of  waiver. 

Section  33.06.  SERVICES  OTHER  THAN  SATISFACTORY. 

A resignation  certified  by  the  appointing  officer  as  services 
other  than  satisfactory,  shall  be  accompanied  with  a detailed  statement  of  the 
reasons  therefor.  The  names  of  persons  whose  resignation  has  been  so  certified 
may,  after  consideration  by  the  Commission,  be  removed  from  other  eligible 
lists  on  which  they  have  standing,  and  participation  in  future  examinations 
shall  be  as  ordered  by  the  Commission.  Pending  such  action  by  the  Commission, 
the  resignee  shall  be  under  waiver  on  any  other  eligible  list  on  which  he  has 
standing. 

» 
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RULE  34 


EMPLOYEE  RELATIONS  - GRIEVANCE  PROCEDURE 
Section  34.01.  PROGRAM  SCOPE  AND  PRINCIPLES. 

a.  These  rules  and  regulations  are  promulgated  in  order  to  improve 
employer-employee  relations  and  are  designed  to  permit  any  employee  and/or  his 
representative  as  herein  provided,  a procedural  method  by  which  any  grievance, 
as  defined  in  Section  34*02,  may  be  resolved  in  an  expeditious  and  orderly  manner. 

Section  34.02.  DEFINITIONS. 

a.  Grievance.  A grievance  shall  be  considered  as  any  dispute, 
complaint,  problem,  issue  or  question  arising  with  respect  to  conditions  of 
employment  or  employer- employee  relations  of  any  nature  or  kind  whatsoever 
within  the  authority  of  an  appointing  officer  to  act,  and  may  be  raised  by  an 
employee  as  to  his  specific  grievance,  by  his  representative  as  herein  provided, 
or  by  an  employee  organization  as  to  general  matters.  In  the  event  of  a 
dispute  as  to  "authority  of  an  appointing  officer  to  act",  the  appointing  officer 
shall  request  the  advice  of  the  City  Attorney  who  shall  respond  within  ten  (10) 
working  days.  The  appointing  officer  shall  provide  a copy  of  the  City  Attorney's 
opinion  to  the  grievant. 

b.  Employee.  Any  City  and  County  employee  in  the  service, 
regardless  of  status. 

c.  Immediate  Supervisor.  The  individual  who  immediately  assigns, 
reviews  or  directs  the  work  of  an  employee. 

d.  Intermediate  Supervisor.  Next  highest  supervisor  to  be  based 
on  the  organizational  pattern  of  the  department  as  determined  by  the 
appointing  officer. 

e.  Appointing  Authority.  The  head  of  the  department  having  the 
lawful  power  to  make  appointments  or  to  remove  persons  from  positions  in  the 
City  and  County  service, 

f.  Representative.  A labor  or  employee  organization  and/or  individ 
who  appears  at  the  request  of  and  on  behalf  of  the  employee(s).  Representa- 
tion shall  be  limited  to  three  such  designated  representative^ ) , provided 

that  the  limitation  shall  not  apply  to  the  use  of  witnesses.  Such  representa- 
tion is  permissible  at  any  step  in  the  procedure. 

g.  Witness.  Any  person  whom  the  grievant  wishes  to  appear  to  assis 
him  in  establishing  the  facts  of  his  grievance. 

Section  34.03.  GRIEVANCE  PROCEDURE. 

a.  General  Provisions: 

1 . Appointing  officers  shall  prepare  reasonable  rules  or 
regulations  concerning  employee  representative's  contacts  with  employees  on 
City  facilities  during  working  hours.  Such  rules  or  regulations  shall  be  written 
in  such  a manner  as  not  to  hinder  or  impair  the  implementation  of  the  grievance 
procedure  as  provided  by  this  rule. 
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2.  The  steps  in  the  procedure  set  forth  herein  shall  be 
followed  unless  it  is  agreed  by  the  appropriate  supervisor  and  the  grievant 
that  the  grievance  should  be  started  at  Step  3 or  Step  4«  In  large  depart- 
ments made  up  of  divisions,  bureaus,  sections  or  institutions,  the  additional 
intermediate  supervisor  shall  be  included  regularly  as  a part  of  the  procedural 
steps. 


The  appointing  officer  and  the  grievant  may  agree  that  in  any 
particular  case  one  additional  intermediate  supervisor  should  be  added  to 
the  procedural  steps  listed  below. 

3.  If  the  supervisor  or  appointing  officer  fails  to  respond 
within  the  required  time  limits,  the  grievant  may  then  present  the  grievance  in 
writing  to  the  next  higher  step.  If  the  grievant  fails  to  present  the 
grievance  to  the  next  higher  step  within  the  required  time  limits,  then  the 
grievance  will  be  considered  to  be  solved. 

4«  The  time  limits  set  forth  in  this  grievance  procedure  may 
be  extended  by  mutual'’ agreement  by  the  appointing  officer  and  the  grievant. 

B.  Step  1 - Immediate  Supervisor  (Oral) 

a)  The  employee  and/or  his  representative  if  requested  by 
the  employee  shall  explain,  orally,  the  grievance  to  the  employee's  immediate 
supervisor,  if  the  grievance  starts  at  Step  1 . 

b)  The  supervisor  shall  reach  a decision  and  communicate  it 
orally  to  the  employee  and/or  his  representative  within  four  working  days  of  his 
being  told  of  the  grievance. 

C.  Step  2 - Immediate  supervisor. 

a)  If  the  employee  is  not  satisfied  with  the  decision 
rendered,  he,  and/or  his  representative  shall  submit  the  grievance  in  writing  withi: 
seven  working  days  to  the  immediate  supervisor  on  the  employee  grievance  form, 

b)  The  immediate  supervisor  shall  notify  the  employee  and/or 
his  representative,  either  orally  or  in  writing,  of  his  decision  and  the 
reasons,  depending  on  how  the  grievance  was  presented,  within  five  working 

days  from  the  date  of  presentation  of  the  grievance.  If  in  writing,  it  shall  be 
on  the  employee  grievance  form. 

Do  Step  3 - Intermediate  Supervisor. 

a)  If  the  grievance  is  not  resolved  in  the  second  step,  the 
employee  and/or  his  representative  shall  use  the  employee  grievance  form  to 
submit  the  grievance  in  writing  to  the  employee's  intermediate  supervisor  as 
defined  in  Section  II.  A grievance  will  be  considered  to  be  resolved  unless 
the  grievance  is  filed  with  the  intermediate  supervisor  not  later  than  seven 
working  days  after  the  date  the  decision  was  returned  to  the  employee  by 

his  immediate  supervisor. 

b)  After  review  and  discussion,  the  intermediate  supervisor 
shall  use  the  employee  grievance  form  to  notify  the  employee  in  writing  of  his 
decision  and  the  reasons.  This  form  shall  be  returned  to  the  employee  within 
seven  working  days  of  receipt  of  the  complaint. 
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E»  Step  4 - Appointing  Officer, 

a)  If  the  grievance  is  not  resolved  in  Step  3,  the  employee 
and/or  his  representative,  shall  use  the  same  employee  grievance  form  to  submit 
the  grievance  to  the  appointing  officer  within  seven  working  days  after  the 
date  of  notification  of  the  decision  by  the  intermediate  supervisor, 

b)  After  review  and  discussion  with  all  involved  parties,  the 
appointing  officer  shall  use  the  grievance  form  to  notify  the  employee  of  his 
decision  and  the  reasons.  This  form  shall  be  returned  to  the  employee  within 
seven  working  days  of  receipt  of  the  grievance, 

F,  Step  5 - Employee  Grievance  Appeals  Committee. 

a)  When  needed,  there  shall  be  an  employee  grievance  appeals 
committee  which  will  be  established  as  follows: 

1)  An  employee  selected  by  the  appointing  officer  concerned, 

2)  An  employee  or  other  representative  selected  by  the 
grievant. 

3)  An  impartial  person  selected  by  the  above  two  persons  to 
act  as  chairman  of  the  committee,  or  if  they  fail  to 
agree  on  such  a third  person,  then  within  seven  working 
days  from  the  date  of  the  receipt  of  the  grievance  by 
the  appeals  committee,  the  California  Conciliation 
Service,  the  American  Arbitration  Association,  or  such 
other  group  as  may  be  agreed  to,  shall  be  requested  to  subn 
a panel  of  five  names.  The  members  of  the  committee 
selected  by  the  appointing  officer  and  by  the  grievant 
shall  alternate  in  striking  one  name  from  the  panel. 

The  name  remaining  shall  be  the  person  to  serve  as  the 
chairman  of  the  committee.  The  cost  of  the  services  of 
the  impartial  person  shall  be  borne  equally  by  the 
employee  and  the  department.  In  the  event  that  the 
employee  does  not  desire  to  share  in  the  cost  of  the 
impartial  person,  then  the  decision  of  the  appointing 
officer  under  Step  4 shall  be  final. 

b)  If  the  grievance  is  not  resolved  in  the  fourth  step,  the 
employee  and/or  his  representative  shall  submit  the  same  employee  grievance  form 
to  the  appointing  officer  within  seven  working  days  of  the  receipt  of  the 
appointing  officer's  decision,  for  immediate  forwarding  to  the  chairman  of  the 
employee  grievance  appeals  committee  when  established  as  herein  provided. 

c)  The  employee  grievance  appeals  committee  shall  study  the 
record  of  the  case  and  shall  hold  an  informal  hearing. 

d)  The  committee  shall  notify  the  appointing  officer,  the 
grievant  and/or  his  representative,  in  writing,  of  its  recommendation  within 
seven  working  days  from  the  date  of  the  conclusion  of  the  formal  hearing. 

e)  Upon  receipt  of  the  committee's  recommendation,  the  appointing 
officer  shall  make  a final  decision  in  the  matter  and  notify  in  writing  all  parties 
concerned  within  five  working  days  of  receipt  of  the  committee's  recommendation.  Ii 
the  appointing  officer  does  not  accept  the  committee's  recommendation,  he  shall 
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fully  set  forth  in  writing  his  reasons  for  such  non-acceptance,  a copy  of  which 
shall  be  sent  to  the  Civil  Service ‘Commission. 

G.  Where  an  organized  group  of  employees,  who  have  exclusive 
recognition  for  a group  of  employees  within  a department,  have  signed  a written  memo- 
randum of  agreement  with  a board,  commission  or  appointing  officer,  providing 
for  a group  grievance  procedure,  then  such  group  grievances  will  be  in  accord 
with  the  written  memorandum  of  agreement  and  not  with  the  procedures  set 
forth  herein,  A copy  of  such  written  memorandum  of  agreement  shall  be  filed 
in  the  office  of  the  Personnel  Department, 


RULE  35 

APPRENTICESHIP  PROGRAM 

Section  35.01,  PURPOSE  AND  POLICY:  The  Civil  Service  Commission  declares  it  to 

be  its  purpose  and  policy  to  establish  an  organized  planned  system  of  apprentice- 
ship training  to  be  conducted  as  a joint  labor  and  management  undertaking.  In 
accordance  with  this  policy,  the  following  procedures  are  set  forth  and  are  in 
accordance  with  the  Shell ey-Maloney  Apprentice  Labor  Standards  Act  of  1939, 
as  amended,  and  the  pertinent  sections  of  the  Charter  and  Civil  Service  Rules. 

Section  35.02,  JOINT  APPRENTICESHIP  COMMITTEE: 

I,  Organization  and  overall  purpose: 

a)  There  is  hereby  established  a Joint  Apprenticeship 
Committee  of  the  City  and  County  of  San  Francisco  (hereinafter  referred  to  as  JAC) 
to  assist  the  General  Manager,  Personnel,  in  carrying  out  a city  and  county-wide 
program  of  apprenticeship  training.  The  overall  purpose  of  the  JAC  is  to  foster 
and  promote  apprenticeship  programs  in  the  several  departments;  to  recommend  to  the 
Commission  the  trades  to  be  included  in  the  apprenticeship  program,  and  the  standards 
for  such  training;  to  establish  craft  committees  and  to  confirm  appointments  to 

such  committees;  to  execute  apprenticeship  agreements;  to  hear  complaints  of 
apprentices,  and  to  perform  such  other  duties  as  may  be  assigned  by  the  General 
Manager,  Personnel,  or  the  Commission, 

b)  The  members  of  the  JAC  shall  be  appointed  by  the  Commission 
and  shall  be  comprised  of  the  following  membership: 

The  General  Manager,  Personnel,  or  his  representative. 

The  Chief  Administrative  Officer  or  his  representative. 

The  General  Manager  of  the  Public  Utilities  Commission 
or  his  representative. 

Three  permanent  City  and  County  civil  service  employees 
who  shall  be  journeyman  members  of  different  crafts 
subject  to  apprenticeship  agreements. 

One  representative  of  a recognized  craft  association  or  union 
who  is  not  a city  and  county  employee. 

One  representative  of  a recognized  employers'  organization 
who  is  hot  a bity  and  county  employee. 

One  advisory  member  from  the  California  Division  of 
Apprenticeship  Standards. 

One  advisory  member  from  the  school  districts. 

Each  member  shall  serve  for  three  years  or  until  a successor  is  appointed.  Advisory 
members  shall  be  entitled  to  notice  of  all  meetings;  to  attend  such  meetings,  and  to 
be  heard,  but  shall  not  have  the  right  to  vote. 
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c)  The  standards  and  procedures  hereinafter  established  are 
made  subject  to  all  of  the  provisions  of  the  Charter,  the  ordinances  of  the 

Board  of  Supervisors,  the  Rules  of  the  Civil  Service  Commission,  and  the  provisions 
of  the  California  State  Apprenticeship  Labor  Standards  Act.  Any  provision  hereof 
which  may  be  in  conflict  therewith  is  null  and  void. 

The  State  Administrator  of  Apprenticeship  shall  be  notified  of 
any  modification  in  the  Charter,  Ordinances  or  Rules  of  the  Commission,  which 
may  affect  apprenticeship  programs. 

d)  Trades  that  have  a functioning  joint  apprenticeship  committee, 
approved  by  the  Division  of  Apprenticeship  Standards  and  having  a representative 
of  the  school  districts,  in  which  the  apprentice  is  indentured  to  the  trade 
joint  apprenticeship  committee  and  rotation  of  employment  by  work  processes  and 
trade  attitudes  is  required  to  assure  that  the  apprentice  is  exposed  to  the 
greatest  variety  of  mechanical  and  trade  philosophy  during  his  apprenticeship, 
the  City  shall  recognize  the  Standards  of  the  trade  joint  apprenticeship 
committee  and  secure  apprentices  through  the  appropriate  trade  JAC  in  the  same 
manner  as  any  other  employer  and  meet  with  all  the  trade  JAC  requirements. 

Section  35.03.  FUNCTIONS  OF  THE  JOINT  APPRENTICESHIP  COMMITTEE 

The  Joint  Apprenticeship  Committee  of  the  City  shall  use  its  best 
endeavors  to  set  up  and  carry  out  within  the  City  anc1  In-Service  Training  Program 
for  the  purpose  of  enabling  such  apprentices  to  learn  and  acquire  a specified 
trade  or  craft.  The  JAC  shall  encourage  the  development  of  apprenticeship 
programs  in  the  several  departments  and  shall  review  requests  by  the  departments 
for  the  establishment  of  apprenticeship  programs,  and  shall  recommend  approval 
or  disapproval  of  such  requests  on  the  basis  of  required  standards.  The 
program  shall  comply  with  the  provisions  of  applicable  veteran's  legislation,  if 
the  apprentice  is  a veterah  who  plans  to  use  his  veteran's  benefit  in  conjunction 
with  the  training. 

The  JAC  shall,  by  rule,  subject  to  approval  of  the  Commission, 
provide  for  its  own  organization  and  establish  standards  for  an  apprenticeship 
program.  Such  rules  shall  include,  but  shall  not  necessarily  be  limited  to  the 
following : 

a)  Provision  for  the  election  of  a Chairman,  a Secretary,  and 
such  other  officers  as  they  deem  advisable,  and  to  fix  their  duties  and  terms 
of  office;  provided  that  the  General  Manager,  Personnel,  or  his  representative 
shall  act  as  Executive  Secretary  and  provide  necessary  liaison  between  all 
parties. 


b)  Provision  for  the  holding  of  regular  meetings  and  the 
maintenance  of  records  of  its  deliberations  and  actions. 

c)  Provisions  for  the  supervision  of  the  administration  and 
enforcement  of  the  rules  and  standards. 

d)  Provision  for  the  recommendation  to  the  commission  of  qualifi- 
cations to  be  established  for  apprentices. 

e)  Provision  for  the  development  of  recommendations  to  the 
Commission  for  fair  and  impartial  selection  procedure  in  accordance  with 
existing  laws  and  uniform  application  of  such  procedures  in  the  selection  of 
applicants  for  apprenticeship. 
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f)  Provision  for  the  evaluation  of  the  prior  experience  and 
training  of  apprentices,  and  for  the  granting  of  appropriate  credit  on  account  of 
either  training  on- the  job  or  related  or  supplemental  instruction. 

g)  Provision  for  the  investigation  and  evaluation  of  apprentice 
training  in  progress. 

h)  Provision  for  first-aid  training  for  all  apprentices. 

i)  Provision  for  passing  upon  the  training  qualifications  of 
employers  who  are  members  of  any  employee  organization  signatory  to  any 
apprenticeship  agreement,  as  well  as  other  employers  who  may  be  involved  in  this 
program. 


j ) Provisions  for  continuous  employment  insofar  as  possible  of 
all  apprentices  as  well  as  all-around  diversified  training  in  all  of  the  job 
processes  of  the  craft,  and  to  that  end  to  make  provision  for  procedures  for  the 
transfer  and  assignment  of  apprentices  from  one  department  to  another. 

k)  Provision  for  the  establishment  and  maintenance  of 
appropriate  and  required  records. 

l)  Provision  for  serving  in  an  advisory  capacity  for  the 

school  program  when  designated  by  the  Board  of  Education  as  an  advisory  committee. 

m)  Provision  for  the  termination  of  the  completion  by  an 
apprentice  of  training  and  in  connection  therewith  to  submit  such  evidence  to  the 
Secretary  of  the  State  Apprenticeship  Council  together  with  a recommendation  for 
the  issuance  of  a State  Certificate  of  Completion. 

n)  Provision  for  the  adjustment  or  determination  of  disputes  and 
complaints,  including  provision  for  an  appeal  procedure  to  the  State  Administrator 
of  Apprenticeship. 

Section  35.04.  DUTIES  AND  RESPONSIBILITIES  OF  EMPLOYER  AND  PARTICIPATING  CRAFTS. 

The  JAC  shall  provide  for  the  duties  and  responsibilities  of 
the  employer  and  employee  groups  participating  in  the  program. 

Section  35.05.  DUTIES  OF  APPRENTICES 

The  JAC  shall  provide  a definition  of  apprentices  and  shall 
establish  the  duties  and  responsibilities  of  apprentices. 

Section  35.06.  ORGANIZATION  AND  FUNCTION  OF  CRAFT  COMMITTEE 

The  JAC  shall  provide  for  the  organization  and  for  the  duties 
and  responsibilities  of  craft  committees. 

Section  35.07. 


Controversies  regarding  the  apprenticeship  program  or  the 
rules,  established  standards  or  agreements  under  such  standards,  which  cannot 
be  adjusted  by  the  JAC  or  the  Commission,  shall  be  submitted  to  the  Administrator 
of  Apprenticeship  for  determination  as  provided  for  in  Section  3081  of  the 
California  State  Labor  Code. 
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RULE  36 


TRANSPORT  WORKERS  UNION  SAN  FRANCISCO 

MUNICIPAL  RAILWAY  TRUST  FUND 

Section  36,01.  CHARTER  PROVISION. 

a)  Section  8. 404  of  the  Charter  provides  for  the  establishment  of 
a fund  to  receive  and  to  administer  that  money  which  represents  the  dollar  value 
difference  between  vacation,  retirement  and  health  service  benefits  provided  by 
charter  for  platform  employees , coach  or  bus  operators  of  the  Municipal  Railway 
(hereinafter  referred  to  as  "Operators1' ),  when  such  benefits  are  less  than  those 
provided  in  the  two  other  street  railway  and  bus  systems  used  for  the 
determination  of  wage  schedules  for  operators  of  the  Municipal  Railway. 

b)  The  Commission  is  mandated  to  adopt  rules  subject  to 
approval  by  the  Board  of  Supervisors  by  ordinance,  for  the  establishment  and  general 
administration  of  the  fund.  Such  rules  must  provide  for  a joint  administration  of 
the  fund  by  representatives  of  the  city  government,  including  representatives  of  the 
Public  Utilities  Commission,  and  representatives  of  the  organized  operators. 

c)  The  charter  further  states  that  such  rules  may  provide  a 
procedure  for  final  and  binding  arbitration  of  the  disputes  which  may  arise 
between  representatives  of  the  City  government  and  the  representatives  of  the 
organized  Operators. 


d)  The  charter  further  requires  that  the  rules  provide  that  all 
investments  of  the  fund  shall  be  of  the  character  legal  for  insurance  companies 
in  California. 

Section  36.02.  DETERMINATION  OF  DOLLAR  VALUE  OF  DIFFERENCES  IN  BENEFITS. 

a)  The  dollar  value  difference  between  vacation,  retirement 
and  health  service  benefits  provided  by  charter  for  Operators  of  the  Municipal 
Railway,  when  such  benefits  are  less  than  those  provided  in  the  two  other  street 
railway  and  bus  systems  used  for  the  establishment  of  wage  schedules  for 
operators  of  the  Municipal  Railway,  shall  be  determined  by  the  Commission 
after  consultation  with  Local  250A,  Transport  Workers  Union,  Cor  the  employee 
organization  having  exclusive  group  representational  rights  before  the  Public 
Utilities  Commission^',  and  shall  be  included  in  the  Salary  Standardization 
Ordinance  adopted  pursuant  to  the  provisions  of  Section  8.404  of  the  Charter. 

b)  The  procedure  for  payment  of  monies  due  to  the  Fund  in 
accordance  with  charter  authority  and  the  provisions  of  this  rule  shall  be 
established  by  the  Controller. 

Section  36.03.  ESTABLISHMENT  OF  TRUST  FUND. 

In  accordance  with  the  authority  of  Charter  Section  8.404>  there 
is  hereby  established  a Transport  Workers  Union  San  Francisco  Municipal  Railway 
Trust  Fund  (hereinafter,  for  the  purpose  of  this  rule,  to  be  referred  to  as  the 
"Trust  Fund"),  to  be  administered  as  hereinafter  set  forth. 

Section  36.04.  BOARD  OF  TRUSTEES. 

a)  The  Trust  Fund  shall  be  administered  by  a Board  of 
Trustees  (hereinafter  referred  to  as  "The  Board"),  of  six  members  to  be  selected 
as  follows: 
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Two  Trustees  to  be  appointed  by  the  Public  Utilities 
Commission  who  shall  serve  at  the  pleasure  of  the 
Public  Utilities  Commission. 

One  Trustee  to  be  appointed  by  the  Civil  Service 
Commission  who  shall  serve  at  the  pleasure  of  the 
Civil  Service  Commission. 

Three  Trustees  to  be  appointed  by  Local  250A,  Transport 
Workers  Union  of  America,  (or  the  employee  organization 
having  exclusive  group  representational  rights  before 
the  Public  Utilities  Commission),  who  shall  serve  at 
the  pleasure  of  the  Union. 

The  appointing  authority  may  also  appoint  and  at  its  pleasure 
remove  one  alternate  for  each  Trustee  to  serve  when  Trustees  are  not  available  to 
attend  meetings  of  the  Board.  An  alternate  when  serving  in  the  place  of  a 
Trustee,  shall  have  full  power  to  act  as  a Trustee. 

b)  Members  of  the  Board  and  their  alternates  shall  serve  until 
such  time  as  they  separate  themselves  or  are  removed  from  their  appointment.  If 
a trustee  position  is  vacated, hhis  alternate  shall  serve  in  his  stead  until  a 
successor  is  designated  by  the  appropriate  designating  authority. 

c)  The  Board  shall  elect  one  member  as  president  and  one 
member  as  vice-president,  and  shall  establish  their  terms  of  office;  provided, 
however,  that  a member  appointed  by  Management  (Public  Utilities  Commission 
or  Civil  Service  Commission),  and  a member  appointed  by  the  Employees 
(Transport  Workers  Union)  shall  alternate  terms  in  each  such  office  and  that 

a member  appointed  by  Management  shall  serve  as  vice-president  during  the 
term  in  which  a member  appointed  by  the  Employees  holds  office  as  president, 
and  vice  versa. 


Trustees. 


d)  Actions  of  the  Beard  shall  be  by  majority  vote  of  all  of  the 


e)  Trustees  who  are  employees  of  the  city  shall  be  authorized 
to  attend  meetings  of  the  Board  held  during  regular  working  hours  of  the  employee 
without  loss  of  pay. 

f)  No  Trustee  shall  receive  payment  or  emolument  of  any  kind 
for  his  services,  but,  may  be  reimbursed  from  the  Trust  Fund  for  all  reasonable 
expenses  incurred  in  the  performance  of  his  duties  as  trustee. 

Section  36.05.  POWERS  AND  DUTIES  OF  BOARD  OF  TRUSTEES. 

The  Board  shall  have  the  power  and  it  shall  be  its  duty  to: 

a)  Establish  by  rule  the  detailed  procedure  for  the 
receipt  of  monies  to  the  Trust  Fund  and  for  the  administration  of  the  Trust 
Fund,  which  shall  include  a provision  that  all  investments  of  the  Trust  Fund 
shall  be  of  the  character  legal  for  insurance  companies  in  California. 

b)  Appoint  an  administrator  or  secretary  of  the  Trust  Fund  who 
shall  be  the  Executive  Officer  and  Secretary  of  the  Board,  and  whose  duties  and 
responsibilities  shall  be  set  forth  by  the  Board  and  who  shall  serve  at  the 
pleasure  of  the  Board. 
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c)  Establish  such  other  positions  as  in  the  judgement  of  the 
Board  may  be  required  to  man  the  office  of  the  Trust  Fund,  and  to  make  appoint- 
ments to  such  positions. 

d)  Provide  for  the  bonding  of  the  Trustees,  the  Administrator, 
and  such  other  employees  of  the  Trust  Fund  as  in  the  judgement  of  the  Board 
should  be  bonded. 

e)  Select  a location  for  quarters  for  the  Trust  Fund,  and  to 
provide  for  the  equipment  of  such  office. 

f)  Provide  for  the  costs  of  administration  of  the  Trust  Fund 
including  the  salaries  of  all  employees  and  the  costs  involved  in  the  purchase, 
leasing  or  rental,  and  the  equipment  of  quarters. 

g)  Establish  the  types  of  benefits  that  shall  be  made 
available  to  the  operators,  and  the  procedures  and  methods  for  the  disbursement 
of  such  benefits. 


h)  Establish  procedures  for  the  investment  of  funds  within 
the  restrictions  herein  provided,  which  procedures  may  provide  for  the 
employment  of  the  services  of  an  investment  counsel. 

i)  Provide  for  the  retention  of  legal. or  actuarial  counsel, 
when  such  assistance  is  deemed  by  the  Board  to  be  required. 

j)  Establish  accounting  procedures  to  properly  account  for 
the  administration  of  the  Trust  Fund. 

k)  Prepare  an  annual  report  to  the  Public  Utilities 
Commission  and  to  the  officers  and  members  of  Local  250A  of  the  Transport 
Workers  Union  of  America,  (or  to  the  employee  organization  having  exclusive 
group  representational  rights  before  the  Public  Utilities  Commission),  which 
report  shall  include  a summary  of  the  income,  investments,  disbursements, 
and  administrative  expenses  of  the  Fund. 

Section  36.06.  VESTED  RIGHTS. 

Neither  the  City,  nor  the  Union,  nor  the  individual  operators 
shall  have  any  vested  rights  in  or  to  the  Trust  Fund  or  any  part  thereof 
except  the  right  of  the  qualified  operators,  or  their  dependents,  or  their 
beneficiaries  or  next  of  kin,  to  receive  the  benefits  provided  for  in  the 
Plan  to  which  they  may  be  respectively  entitled. 

Section  36.07.  PROTECTION  OF  TRUSTEES. 

a)  Neither  the  Trustees  nor  any  individual  or  successor 
Trustee  shall  be  personally  answerable  or  personally  liable  for  any  liabilities 
or  debts  of  the  Trust  Fund  contracted  by  them  as  such  Trustees,  or  for  the 
non-fulfillment  of  contracts,  but  the  same  shall  be  paid  out  of  the  Trust  Fund 
and  the  Trust  Fund  is  hereby  charged  with  a first  lien  in  favor  of  each  of  such 
Trustees  for  his  security  and  indemnification  for  any  amounts  paid  out  by 
such  Trustee  for  any  such  liability  and  for  his  security  and  indemnification 
against  any  liability  of  any  kind  which  the  Trustees  or  any  of  them  may 
incur  hereunder;  provided,  however,  that  nothing  herein  shall  exempt  any 
Trustee  from  liability  arising  out  of  his  own  willful  misconduct  or  bad  faith, 
or  entitle  such  Trustee  to  indemnification  for  any  amounts  paid  or  incurred  as  a 
result  thereof. 
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b)  The  Trustees  and  each  individual  Trustee  shall  not  be 
liable  for  any  error  of  judgement  or  for  any  loss  arising  out  of  any  act  or 
omission  in  the  execution  of  the  Trust  Fund,  so  long  as  they  act  in  good  faith; 
nor  shall  any  Trustee,  in  the  absence  of  his  own  wilful  misconduct  or  bad 
faith,  be  personally  liable  for  the  acts  or  omissions  (whether  performed  at  the 
request  of  the  Trustees  or  not)  of  any  other  trustee,  or  any  employee,  agent  or 
attorney  elected  or  appointed  by  or  acting  for  the  Trustees. 

c)  The  costs  and  expenses  of  any  action,  suit  or  proceeding 
brought  by  or  against  the  Trustee  or  any  of  them  (including  counsel  fees) 
shall  be  paid  from  the 'Trust  Fund,  except  in  relation  to  matters  as  to  which 
it  shall  be  adjudged  in  such  action,  suit  or  proceeding  that  such  Trustee 

was  acting  in  bad  faith  in  the  performance  of  his  duties  hereunder. 

Section  36.08.  MEDIATION  AND  ARBITRATION. 

In  the  event  of  a dispute  on  any  matter  before  the  Board  for 
action,  the  Board  may,  by  affirmative  vote  of  three  members,  refer  the  matter  to 
mediation  or  to  arbitration.  The  Board  shall  provide  the  procedure  for  the 
mediation  of  any  dispute.  If  a matter  is  referred  to  arbitration,  then  the 
Board  shall  attempt  to  agree  on  the  selection  of  an  impartial  arbitrator.  If 
an  impartial  arbitrator  cannot  be  agreed  upon  within  48  hours,  then  an 
arbitrator  designated  by  the  American  Arbitration  Association  shall  hear  and 
determine  the  issue.  The  written  decision  of  the  arbitrator  shall  be 
final  and  binding  upon  the  Board. 

Section  36.09.  AUDIT  REPORT. 

The  Trust  Fund  shall  be  audited  semi-annually  by  an  auditor 
to  be  designated  by  the  Controller  of  the  City  and  County.  The  auditor's 
report  shall  be  made  to  the  Board  of  Supervisors,  with  copies  to  Local  250A, 
Transport  Workers  Union  of  America  (or  to  the  employee  organization  having 
exclusive  group  representational  rights  before  the  Public  Utilities 
Commission) , the  Public  Utilities  Commission,  the  Civil  Service  Commission, 
Controller,  and  12  copies  to  the  Secretary  of  the  Trust  Fund  for  distribution 
to  each  Trustee  and  Alternate  Trustee,  and  the  cost  of  such  audit  report 
shall  be  paid  for  by  the  Gity  from  funds  to  be  appropriated  for  such  purpose  by 
the  Board  of  Supervisors. 

The  Board  of  Trustees  and  Local  250A  of  the  Transport  Workers 
Union  of  America  (or  to  the  employee  organization  having  exclusive  group 
representational  rights  before  the  Public  Utilities  Commission) , may  each, 
at  its  respective  option  whenever  deemed  desirable,  arrange  for  an  additional 
independent  audit  of  the  Trust  Fund  by  a qualified  auditor  of  its  choice, 
the  expense  of  which  shall  be  borne  by  the  Trust  Fund  when  ordered  by  the 
Trustees  and  by  Local  250A,  Transport  Workers  Union  of  America  (or  to  the 
employee  organization  having  exclusive  group  representational  rights  before 
the  Public  Utilities  Commission),  when  ordered  by  the  Union. 


RULE  37 

BLANKETING  IN  OF  CHILD  CARE  CENTER  EMPLOYEES 

Section  37.01.  GENERAL  PROVISIONS. 

The  blanketing  in  to  the  Classified  Civil  Service  of  the  city 
of  all  child  care  center  non-certificated  employees  by  enactment  of  1963  State 
legislation  shall  be  subject  to  the  following; 
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a)  Employees  who  have  been  continuously  employed  by  the 
school  districts  in  child  care  centers  in  positions  not  requiring  certification 
under  the  Education  Code  for  a period  of  six  (6)  months  or  more  immediately 
prior  to  September  20,  1963,  are  blanketed  into  the  Classified  Service  of  the 
city  in  a permanent  status. 

b)  Those  employees  who  have  occupied  similar  permanent 
positions  for  less  than  six  (6)  months  on  September  20,  1963,  are  given 
probationary  status  in  their  present  positions,  and  upon  successful  completion 
of  the  prescribed  probationary  period  of  six  (6)  months  from  the  date  of  their 
appointment  shall  have  permanent  status. 

c)  Status  rights  included  in  Rule  18  - Status  Resolution, 
granted  to  employees  in  the  Classified  Service  at  the  time  of  the  general 
classification  survey  shall  not  be  applied  to  child  care  center  employees 
governed  by  the  provisions  of  this  Rule. 

d)  All  future  appointments  to  fill  these  positions  will  be 
in  accordance  with  the  Civil  Service  provisions  of  the  Charter. 

e)  For  purposes  of  promotive  examinations,  vacation,  sick 
leave,  salary  increments,  and  transfers  in  which  seniority  is  involved, 
seniority  of  child  care  center  employees  shall  be  as  of  the  original  date  of 
appointment  as  shown  on  official  records  of  the  school  districts  and  approved 
and  entered  on  the  records  of  the  Personnel  Department;  provided  that  records 
of  accumulation  and  use  of  sick  leave  and  vacation  as  entered  on  official 
records  of  the  school  districts  shall  be  considered  in  determining  such 
credits. 


RULE  38 

EMERGENCY  EMPLOYMENT  ACT 

Section  38.01.  PROMOTIONAL  EXAMINATION  REQUIREMENTS  FOR  EMPLOYEE  APPOINTED  TO 
POSITION  FUNDED  UNDER  THE  EMERGENCY  EMPLOYMENT  ACT  OF  1971,  OR 
OTHlft  SPECIAL  FEDERAL  OR  STATE  PROGRAM. 

An  employee  appointed  from  a regular  eligible  list  to  a position 
funded  under  the  Emergency  Employment  Act  of  1971,  or  other  special  federal  or 
state  program  where  in  order  to  qualify  for  funds  appointees  must  meet  and 
maintain  qualifications  established  by  the  funding  agency,  and  who  is  otherwise 
qualified  to  participate  in  a promotional  examination,  may  participate  in  such 
promotional  examination  only  if  he  is  next  in  line  for  appointment  to  a regularly 
budgeted  position  at  the  time  such  promotional  examination  is  open  for  the 
receipt  of  applications,  or  the  list  from  which  he  was  appointed  has  expired. 

Section  38.02.  RATING  OF  SERVICE  IN  PROMOTIONAL  EXAMINATION  FOR  EMPLOYEE 

APPOINTED  TO  A POSITION  FUNDED  UNDER  THE  EMERGENCY  EMPLOYMENT 
ACT  OF  1971,  OR  OTHER  SPECIAL  FEDERAL  OR  STATE  PROGRAM. 

An  employee  appointed  from  a regular  eligible  list  to  a 
position  funded  under  the  Emergency  Employment  Act  of  1971,  or  other  special  _ 
federal  or  state  program  where  in  order  to  qualify  for  funds  appointees  must 
meet  and  maintain  qualifications  established  by  the  funding  agency,  and  who  in 
accordance  with  the  provisions  of  Section  38.01  of  this  rule  qualifies  for  and 
participates  in  a promotional  examination,  shall  be  credited  with  service  only 
from  the  date  his  standing  on  the  eligible  list  would  have  qualified  him  for 
appointment  to  a regularly  budgeted  position,  or  if  not  so  reached,  then  from 
the  date  of  expiration  of  the  eligible  list. 
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Section  38.03.  AUTOMATIC  WAIVER  WHEN  NOT  QUALIFIED  FOR  APPOINTMENT  TO 
POSITIONS  FUNDED  UNDER  THE  EMERGENCY  EMPLOYMENT  ACT  OF 
1971,  OR  OTHER  SPECIAL  FEDERAL  OR  STATE  PROGRAM. 

Eligibles  on  existing  lists  who  do  not  meet  the  requirements 
established  by  the  United  States  Government  for  appointment  to  positions 
funded  under  the  Emergency  Employment  Act  of  1971,  or  other  special  federal 
or  state  program  where  in  order  to  qualify  for  funds  appointees  must  meet  and 
maintain  qualifications  established  by  the  funding  agency,  shall  be  deemed 
to  be  automatically  under  waiver  for  appointment  to  such  positions.  Such 
automatic  waiver  shall  not  otherwise  affect  the  eligibility  status  of  the 
eligible.  An  eligible  appointed  to  such  federally  funded  position  shall 
not  be  assigned  to  a regularly  budgeted  position  for  a period  of  at  least 
two  years  unless  his  standing  on  the  eligible  list  would  qualify  him  for 
appointment  to  a regularly  budgeted  position. 

Section  38.04.  LAYOFF  OF  EMPLOYEE  APPOINTED  TO  A POSITION  FUNDED  UNDER 
THE  EMERGENCY  EMPLOYMENT  ACT  OF  1971,  OR  OTHER  SPECIAL 
FEDERAL  OR  STATE  PROGRAM. 

When  funds  to  create  positions  under  the  E.E.A.  of  1971, 
or  other  special  federal  or  state  program  where  in  order  to  qualify  for 
funds  appointees  must  meet  and  maintain  qualifications  established  by  the 
funding  agency  are  discontinued,  employees  appointed  from  regular' lists 
to  such  specially  funded  positions  shall  be  laid  off  in  order  of  seniority 
of  appointment  to  such  positions  in  their  department;  provided  that  if  at 
the  time  of  layoff  such  employee  would  have  been  reached  for  appointment 
to  a regular  budgeted  position,  then  seniority  for  layoff  in  relation 
to  all  employees  in  the  department  in  the  affected  class  shall  be 
calculated  from  the  date  the  employee  could  have  received  appointment  to 
a regularly  budgeted  position. 

The  holdover  rights  of  employees  laid  off  in  positions 
funded  under  the  E.E.A.  of  1971,  or  other  specially  funded  federal  or  state 
program  shall  be  only  to  these  specially  funded  positions,  unless  their 
eligibility  standing  would  qualify  them  for  appointment  to  a regular 
budgeted  position,  or  unless  the  list  from  which  they  were  appointed  has 
expired. 
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